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HOW AVE YOUR BYES 7 ov. -01oys on 


stencils—is hard on the eyes—but not with 
Sure-Rite Green Film Stencils! Easy-on-the-eyes green 
with non-glare film and white, easy-to-read letters 


makes stencil cutting fun! 


SURE-RITE 


GREEN FILM STENCIL 
With the New Seal Tab! 


PATENTS PENDING 





If you are not already using Sure-Rite Green Film Stencils in your 
office, write for a free sample! No more messy fingers, sticky files 
or gummy machines with the new Sure-Rite Seal Tab Film Stencil. 
Just press the film to the red dot to seal. Pull away to make correc 
tions. No glue is used! And you will be amazed at the clear, sharp 
copy—up to 15,000 fine copies. “e's” and “o's” even cross lines will 
reproduce with a clean-cut sharpness that will amaze you. The 
boss will be impressed. 


No type cleaning— 
No chopouts— 








: Mail this | Rush sample of the new Sure-Rite Red Seal Tab 
Noe yestrain— Coupon fora : Green Film Stencil and the name of my closest 
No messy fingers! FREE Sample | acne 
| Name — 
pee AN ! Address ___ a 
> STENCIL MFG. i 
2714 Walnut Street 5,Colorada | “'') — State __ — 
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More Than 200,000 lop-Notch Secretaries Are Nou 
Using the Amazing SECRETARY'S HANDBOOK 
to Correct Their Mistakes. Just a Feu 


May Hland You. 


M ANY SECRETARIES not ! the ffere1 bet 


! f } ¢ tonishing 


tari 


Why Most Secretaries Make Mistakes 


Y i ‘ Sec 
tarv ! He deper or { the detail f form and age 
He 
f Wi } 

é 4) « {) fire 
licie wl fl ! 
What the SECRETARY'S HANDBOOK Has Done for Others 

For twent ear ecretaric ar isinessmer ‘ elie THE SECRE- 
rTARY’S HANDBOOK a handy reference f the de ‘ ect |} , 
re And 1 here is a nev evised editior f the HANDBOOK 
! Yo ! N vrit 
ve n't e t | < W: I 
‘ If } e referre HANDBOOK i \ vere right! 
THE SECRETARY’S HANDBOOK giv« ré f « find 
REF 


100° Effective in Correcting Most Common 
Secretarial Errors 


Seconds’ 
Glance Will Answer Any Problem Your Employer 
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Pay Postman Nothing—Mail Coupon NOW 
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end { py NOW - 60 Fifth Avenue, New York 11, N. Y. NOW 1 
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UR COVER GIRI 


l ( 11¢ 
it! Shi Raebur Kdgingt mma, Ula 
young Simplified writer wh 
told you last month, has already won the 
Gregg Diamond Medal We have mer 
tioned her progress trom tim to time 
these columns just snatches of news 
but now the whole remarkable story 
appearing In this month's issue, page 
317, with a picture of her as she looks 
it work She is reporting in the after 
1 mis tor Hart ett ind ( italin mn 
Chicago s shorthand re porting firms, ame 
will go on full time whenever shi elect 
to end her training at Gregg ¢ ollege 
With the winning of her 200-wor 
iward, Ra jos a S¢ lect tern f 
perts only 271 others all told hold ou 
Diam nicl Medal SO Ong! itulat nis 
IC! ire ll the he irt Cl | i 
complished this teworthy feat in the 
short time since she started the st idy yt 
shorthand Septel ber, 1949 
In looking back over the re rds. w 
find that there are seventes f that 272 
who have juatified SI ‘ nti du ( 
the last pall f Medalist ear ago 
Don Edwards and Grant Pen ind ther 
are eight new winners of the 220-word 
certificate to which R ilso aspires. We 
be telling vou. I t these sper Isters 


next mont} 


FROM AND TO 


THE EDITOR 





You'll Enjoy It 


WE INVITE you to re Tessie s first 
full-length artick Shi is been witl 
us exactly one vear thts month—does1 
seem possibl d eS It mid sh S d mn 
so well in all the irious smalles isslon- 
ments we have given her that we felt 
only fair now to give her an opportunity 
to add “author” to the long list of accom- 
plishments she already has to her credit 
Her story is over on page 322. It fairl 
bubbles with Tessie. ent} IS sti I 
ictions 
“Lady Tycoons” 

AND HERE IS A SIDE LicHtT of interest 
that a “blurb” with tl shorthand _ itself 
ouldn’t convey. That article of Jack 


40 Is not some 
or TS. It is 
a real survey his firm—Robert ] 
had him do for Sound- 
SS knew, of 


Was ind 


Farqueharson’s (pag 


thing he f 


just dreamed up 
based on 
Kaller 
Scriber (¢ 


how its machine 


Associates 
rporation, course, 
I 


] 


IS, be mg used 
in offices; they were curious, however, to 
know whether the “Lady 
Cycoons Wi re 


s trade name, here, to 


Imagination of 
had led to new 


hac hine 


usages 
using the 
mean “secretary,” please note Mr. Far- 
queharson interviewed secretaries and dis- 
ind he learned—but 

] 


tributors vou'll see 


for vourself when you read his writeup! 














= | DO YOU KNOW 
, “4 THAT... 


“- 80% of the time loss in filing (or rather find- 
ing) is because of bulky folders. Be sure to 


on \ transfer inactive correspondence at least 





every six months. Let the miscellaneous fold- 


AL FOLDER 


; , 
| THE INDIVIDU the point of greatest ers become the guides in your transfer cabi- 
‘ t th , " — a 
| Note the Tuete pa transfer time- net and replace all individual name folders 
Replace thet : ; | 
| — together with a new set of miscellaneous 
KET folders. 
THE VERTICAL FILE POCKET 
279 aneretic- Expone gl folders. 
For es ce with your individay ‘on 
Transter the noo = 





. £222: 32-23 2222 ee or 8 88 88 8h ee 





EDRO 1 
eTICAL FILE ROCK - 
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er AN “ 
5 wt > 
Fo — ) * 
—\— = \ 7 
s—v — \ 
fit .—\—— 
“ et "aa 2a f 
rca 
Ye i 
n Mia | 
sel D isn i 
} s1emM 
il ae 
Ne 5 
// 
ert f At ‘transfer time” your miscellaneous folders 
re \ become important guides indexing the trans- 
mi | ferred individual folders. 
It is 
rt ] x 
und- 
MISCELLANEOUS FOLDERS 
urse, j j 
socal Made of green Jutefibre. For correspondence Write Dept. TS for free samples of items 
to with individuals or firms heard from only occa- illustrated on this page. 
Lady sionally. 
Ve re 
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dis- 

| see 
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( up 
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IN THE NEWS 


Now...gou can start (transcription 





(raining in the 


SECOND SEMESTER! 


CORRELATED 
TRANSCRIPTION 
DRILLS 





- _— _— = “My Friend Irma” 
PIDWEELL ee STUART e ROSS : 
Hine s sHor of C.B.S. radio-star 
Mari W ils | t] it \ l pl balls Wont 
A psychologically sound. easy-to-teach  text- see in your paper, It shows Pop Whitten 
Dr. KR. HL., president of Woodbury Col- 
workbook . . . carefully graduated for easy lege mferring on her degree as 
Bachel f Contu is is nee 
learning ... closely correlated with Gregg Dicta- \ re sis ana 
‘ ™ _ World's Highest-Paid  Secretary—it ap- 
tion Sim plitied. weihtiea pg Marc 
peared in the papers d t r 
if DB) ! Ss ) td | 1 th 
: R — . last word t la 
With this new book you can begin important transerip- ‘ - 
e ’ UO Wd ft ‘ | tcal\ ( sé nel 
tion training earlier... in the second semester. right l-o-n-g, l—o r pencil to take dictation 
- . . P > . it Intantile Paralvsis ( dq irters Phe 
along with your presentation ol Gregg Dictation Sim- ( Colo Botline Comma f Fort 
ei ‘ ‘ ‘ 4 , ip 1 ‘ 
plified. Wort! bid $5,000) tor het rae dav’s 


services, and Miss Wilson turned it. inte 


. " . the IP tund 
Assignments are correlated with the text and include 


Pha Holly W re ( iptel I the NSA 

word lists for intensive study ... plus special footnotes had Miss Wilson on dinner program 

7 last Mav, where she gav oice to Irmas 

that are keyed to explain the punctuation that appears ia a Cie a Matin oa ae 

e . . y~ ) , i ’ t tr) Y ' y int 

in the text... book consists of 35 lessons that care- Prevention of Cruelty to, Secretaries. Must 
‘ ’ 1:] } 

Ll ¢ Dech a HariOus CASLOI It arew 

fully integrate into one presentation all the elements considerable publicity. Anything My 

necessary to transcription skill... each lesson is a four- Friend Irma d wi 


sage assignment, the fourth page of which is a_ per- ; 
it oo Pas lt Why Not Look Your Best? 


forated work sheet . . . equally suited to testing, drill, 


Ir WON T CosT you ent to get Miss 
or homework assignment. Jeanette Haberteld’s Ip if, after 4 
read her advice on Looking Out for Your 
Looks (page 318), vou still are in doubt 
ib uit the classe S Vou should h Ost She 
Here is just the aid that will step up vour Sim pli- hes graciously agreed to answer you 


quiries sent het it 675 West End Avenu 
New York 25, N.Y., if vou will enclose 

. 2 , S ed se] ida | ! | | 
as well. Order your examination copy from your tamped t-add 


+ 


you write » her 


fied program and “simplify” your teaching task 
esscd CHIN CLOp when 
nearest Gregg office. 


Successful Candidates in L951 
C.P.8S. Examination 


Gh Kas4, Pini ISHING DIVISION SIXNTY-TWO OF THE APPLICANTS wh 
® 4 a co 4 . a eg . a 


, . , , 
took the C.P.S. tests held il ious cen 


i ; ‘ t] oOugho the init st oust 
WVcGraw-Hill Book Company, Ine. ters throug] “ ntry la ee 
. weTe su esstul in cuualify ov as Certified 
} +} nn { 
New York 36 330 W ° f2nd ate Dallas l 2210 Pac ific Ave. Prole SSI val s revaries Iie omnitt 
re yorts 
Chicago ( ( , 979 > | 
hicago 6 111 N. Canal St. Poronto 4 253 Spadina Rd Te ee as 
San Francisco 4 68 Post St. London, W.C. | >| Russell Sa and 1 he. Enolitiute j _— to the fal 


lowing successful C.P.S 








Continued on page 351 





305 PFODAY’S SECRETARY e March, 1952 




















“The scale edge is such 
a time-saver... Micrometric 
is the only kind of 
carbon paper we use” 

says BESSIE LAKE, 


iry to 











al= p= T ry — 
Charles J. Zimmer 
MA y T) Y = i at an Tl ~ ¢ 
wanagl L/ i wn © Ja Yi 
[sta 7% lrance Ager! 
iii < he Ad w Beil 
nf » 4 Amamnnin + 
wana i Pr SUULA 
Lin wt 4 | Yonnect i 
4A 4 u ~ A Vw 4e44uww Vv & 
iy 
— , as 
~ ~a f ~ + = ~ > ~ + a N + r M ar 
CCeSSIUL § I irieS pl1lcK weoster s MultikKopy ilCro— 
+ ~ Y > Pp = | =a) 1cD 5S+a + satat 
€tric v rape! Pal ana again-—pecause 1tS lamous 
es f ——— > +e - Ae — an ny 
imbperea 1 ic Sure Lyping enas guesswork OI! 
_ ~ y 7 +4 e| "TO +e Wersnn y ar " 'T"}. —. loa 
Spacing i rs ana preve LS running Over ine SCale 
ige nr I the paper for vo tells at a lance how 
eage ¢ lI 1 paper IO VOu-—- tel ata giance NOw 
t Po} o 
‘- 
tr Y ~ ? Tr .Try y Y ~ ~ Yr Y , 7 ~ry ry ~ = 
ny 11nes Ol Yping space €main On any page 
d Jt } 
Vai ; 3.4 £5 a +} + VinaKneta le 7 ] 7 ~ wy ~ly of fan + ~ 
aa . , _ " , wre wark o 7 
YOu ii [Tina nat weoster S makes ur workK go laster- 


: 
yo 
“ TAO ry . PrnaAaw mar +i ~ vy AnNnr + _ + ~— a 
Saves you from many tiresome and costly re-typing 
Tw sreaaionc fran ach 7 —_- lactine chee 
ampreSsio0ons Irom eacn iOng-iaSting snee 

~~ ry) Tt 
clean. i 


Cc e€ 
paper clean and easy. 


Leading secretarial schools are recommending Webster's 
Micrometric. Try it yourself. See how this quality 
carbon paper can help you cut down typing time and 
improve the appearance of your work. 


F.S. WEBSTER COMPANY 


17 Amherst Street, Cambridge 42, Mass. 
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the new trend 


If you are among the 
thousands of Secretaries 
and Typists who use 
EraserStik, you know 
that it is the modern and 
better method for erasing 
errors in typewriting, 
pencil and ink. 


But you may not yet have 
had the opportunity to 
use the new members of 
the EraserStik family 
7077 and 7077B (with 
brush). 


These new blue-polished 
beauties are ideal for keep- 
ing your carbon copies 
clean. It removes carbon 
smudges and pencil marks 
like magic. 

When an executive calls 
for a carbon of a letter, 
he doesn't appreciate 
staring at a ‘‘tree’’ 
marked and smudged 
copy. Use EraserStik 7077 
or 7077B for all around 
typewriting cleanliness 
and efficiency. Order from 
your Dealer today. 


in Erasers 


6) u.s.a.7O77 B 


ERASIN 








FOR PENCIL 










43SPuQ weave MY 
TIK 


€ 






) MIL 








AW FABER &RASER 


“MIONSd HOS 


LOL’OS'0 Ga 












QW ors 





T7 INTER MAY BE lots of fun in 
W December, but along about now my 
enthusiasm certainly glad 
when I can flip over my desk calendar 
and see that nice old month of March 
smiling up at me. Then I know it won't 
be long till there ll be daffodils for sal 


street corners, roses sprouting on 


wanes I'm 


m the 
spring hats—and I can wear that new blu 
topper I splurged on. Ah, Spring, I love 


WN HEY SAY SPRING makes some folks lazy 

Well, in our office, we used the old 
noggin a bit ahead of time so that we can 
be lazy from now on whenever we have 
duplic ator masters to store. We have a 
new Dupli-Tray, which contains separa- 
tors to hold our masters until we want to 
use them again. There are no compressors, 


clips, or other gadgets to cause smearing 





hard work 


t going to have to remake any 


OI wrinkling and spoil all yuu 
Were n 


masters because they wer 


stored care- 
Dupli-Tray is manufactured by 
Diebold, Inc., Canton 2, Ohio, and it’s a 
mighty welcome addition to the equip- 


lessh 


ment in anv office where there’s much 


duplicating to be done. 


aires | REALLY pampered myself the 
other day -hought one of those soft, 
soft swansdown powder putts for my 
dressing-table powder jar. It’s so fluffy 
and such a pretty candy pink that I feel 
like powdering my nose every two min- 
utes just to have an excuse to play with 
it. My puff is a Hygienol Swansdown 
Powder Puff—imported from France, no 
less—and came in a spec ial acetate box 
with matching pink bow. The puffs ar 
priced from 40¢ for small sizes 
Inexpensive treat 


a really 
_and from $3 for large 
boudoir puffs. If you can't find them in 
vour local stores, write Mauvel Ltd., 120 
West 42nd St., New York 


Theyre won- 
dertul gifts, too. 
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e? HAVING ANY BACKACHES lately? If 
so, mavbe it's vour office chair that’s 
the seat ot the trouble if 
Honestly 
my boss bought me a brand-new back 
supporting chair, I never feel half 
tired or have those strained-back pains | 


vou lI pardor 
the expression though, Since 


used to notice about 4:30 every afternoon 
My new swivel chair is a King Postur 
Chair—foam rubber seat and posture- 
contoured backrest. It comes with either 
cloth or vinvl-coated fabric, in a variety 
if colors and has an aluminum base tor 
which I am mighty grateful. No more 
snagged nvlons to plague me! The King 
Posture Chair C MpAany has a des riptive 
circular showing son f its new models 
for secretaries and for bosses. Mavbe vow 
boss would like one, to 


W' HAD QUITE A CATASTROPHE the 
other dav when vf 


on my boss's 
favorite books was knocked off his fik 
cabinet, by guess who! The book was it 
a pretty fragil state, and that just about 
finished it. But on to. the 
Margie, 


and me 


rescue Cale 
our librarian! She saved the day 

with a bottle of Bind-Art Ad- 
hesive, a liquid plastic used for repairing 
book bindings and binding separate sheets 
such as manuscripts mimeographed 
into book form. We just put 
the loose pages back in place, whisked 
some Bind-Art over the bound side, and 
all was good as new. Write Bro-Dart In- 
dustries, Dept. P, 59 East Alpine Street 
Newark 5, New Jersey: if vour stationer 
can't supply you with Bind-Art. It comes 
In S-ounce 


torms, etc., 


SQUCeEZe bottles r in quart 


jars 

TWN ALKING ABOUT STICKUMS, One Of a sec- 
I retarv’s best friends, Scotch Tape cal 
now be had in a bargain combination 
Sold as a unit, the bargain consists of one 
half-inch rolls 1,.296-inches 


long and two desk dispe nsers The Sec 


dozen. big, 


ond disp nser is included at no extra cost 


That gives vou one for yourself and one 


= 





for vou know who! He'll ippreciate hat 


ing a long-lasting roll of tape on hand just 
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th 
Oss's 
fil 
is il 
bout 
“Ame 
day 
Ad- 
iring 
heets 
phed 
t pul 
isked 
: and 
rt In- 
treet, 
one! 
omes 


quart 


a SCC 

Cal 
ation 
yt one 
Ti hes 
e Seu” 
i cost 


d ome 


‘ hia 


nd just 





SHOPPING 








is much as you'll appreciate not having | 


to get him refills so often 


F, LIKE ME, you're getting tired of some 
| # your winter-wardrobe | standbys, 
voull be as enthusiastic as I am about 
the idea illustrated below—scarf bows held 





in place with attractive pins. They cer- 
tainly can change an outfit. Here were 
showing a spring version using brand 
new Glentex checkered scarves plus smart 
new Coro snowberry pins in gold and 
white. The 18-inch scarves sell for about 
Sl, the pins for about $3 each, and 
witching earrings tor about $3. If you 
have any difficulty finding these items in 
ur local shops, write to Coro, Inc., 47 
West 34th St., New York, N. Y., for in- 
formation on the snowberry jewelry and 
» Glenwear, Inc., 417 Fifth Ave., New 


York, N. Y., for information on the Glentex | 


scarves. This is only one of the many 
wavs vou ll wear them! 


Dp ONE OF YOUR FRIENDS step up the 


ladder to the “executive” branch? A 
ute little congratulation gift that 1 
gave to one of the girls who was made as- 


sistant to her boss might interest you, too. | 


Its a Three-Timer combination papet 
weight and timing device especially 
aluable for timing long-distance phone 
alls ). It cost only $2.90, and it’s available 
trom Beaumond Distributors, 133 Lexing- 
ton Ave., New York 16. In genuine red 
leather, with gold-tooled design, _ it’s 
strictly the handsomest! 


T WO MONTHS AGO I gave you a bit of 
wrong info on our file girl’s new Flexi- 
Flash file signals. I mentioned licking 
their gummed backs. “Uh-uh,” says Betty, 
“tain’t so. The joy of these is that they 
lave moist gummed backs that require 
no licking.” Also I] mistakenly told you 
that the kit of four refills for Gits Small- 
Point Eraser stick is 75¢. In this dav of 
high prices, we're glad to say it’s only 
l5¢ Hope you'll pardon me! 





} 
| 





GIRLS! 





why dig for 
typewriter 
paper? 





why lift the box top 
-- and “pinch” 
the sheets out? 








_— N (\ Tr TS 
A , A 
\ \ \" a\a) \S\ = \ 
NAA WANA ILALA 4 


LYPEWRITER 


AND 


BOXED PARERS 


ee -when EAGLE=-A' Ss 
"Hinge-Top" box 
lets you slide out 





the sheets you need! 





BAGLE-A 






Exclusive feature... with 
these fine boxed papers: 


EAGLE-A COUPON: 
BOND (100% Rag Extra No. One) 


EAGLE-A AGAWAM: 
BOND, ONION SKIN (100% Rag) 


EAGLE-A CONTRACT: 
BOND (75%, Rag) 


EAGLE-A ACCEPTANCE: 
BOND (50% Rag) 


EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rag) 


EAGLE-A QUALITY: 
BOND, MANIFOLD (No. One Sulphite) 


BOXED TYPEWRITER PAPERS 
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2.2... Sit St 
eet 





WIN = VACATION: 


IN DICTAPHONE’S SECRETARY CONTEST 


et 
fy “us La LJ ey 
« ‘ 

1. For Winner and Girl Friend: two-week 


if 
vo Aas!" , 

Bermuda vacation... sailing via the Furness 
luxury liner, Queen of Bermuda, staying at the 
internationally famous Princess Hotel. re- 
nowned for its entertainment and sports 
facilities. 

7 
2. For Winner and Boss: New Dictaphone 

a TIME-MASTER electronic dictating and tran- 
scribing machines! 


Prizes for everyone: 2nd PRIZE: s200u:s. Savings Bond 


Free 76-page secretarial handbook, 


Letter Perfect, for every contestant. 3rd PRIZE: $100 U.S. Savings Bond 






















































HERE’S ALL YOU DO . Finish this easy sentence in 100 words or less. 
sé 2 9 
My boss and I need the Dictaphone TimE-masTER because... 
Here are helpful winning hints! Here are the simple, easy rules! 
TIME-MASTER saves time and effort for 
; / ery 7 1. Type your completion of the Dicta- » 4, Entries will be judged for orig ty, 
= ani . . - : 
USS = secretary... helps both accomplish phone sentence in 100 words or less on Sincerity and aptness of thought by Dicta 
more, faster than with any other method your employer's business letterhead. In- phone Corporation’s Contest Committee 
clude your boss’ name since he may win Judges’ decisions final. Prizes are listed 
Portable, versatile TIME-MASTER records : ; 
r . z with you! Each entry must be original elsewhere in this advertisement. Duplicate 
shone ci ‘oO srence ~ ) ‘ : 
phone calls, conferences, ideas, information, work of contestant submitting it. prizes awarded in case of ties. No entries 
reports . . . every syllable of dictation returned Re ae ern ey Ly eee 
. - ™ -~ 2. Mail entry to Contest, Dictaphone cturned. All entries, contents and idea 
adio-clear, F therein become the pr rtv ¢ Yicta- 
Corporation, 420 Lexington Avenue, New —— SeCams eae tf Dic 
. , , > . 7 ‘. ‘ p lone ¢ orporation to be used as It sees Tit. ° 
Unbreakable plastic Dictabelt record is York 17, New York, post-marked no later lir 
used once can be mailed, filed or simply than April 1, 1952. Be sure your name and 5. Major prize winners’ names will be tin 
liscarded. Magic Ear fits e Asi business address are plainly written, Sub- announced about one month after the ; 
¢ < ‘ av < -ASI- : 
| = mit aS many entries as you wish. close of the contest. All winners will be wh 
Yasé arr ao *7 > ) > ex 
} sane irring, caves one eal 3 c : : fied : notified by mail. If you want a complete _ 
free for the telephone hate yg on tlie Aapggonahaods a 
ployed in the United States, except em- list of prize winners, send a stamped, sell far 
; — ee » 2 jress ji] ile ? at 
Visit your local Dictaphone ployees of Dictaphone Corporation, its addressed envelope to address in Rule 2 
4 } > va > hout s »e 
office or request literature for authorized sales agencies, advertising Lists will be available about six weeks la 
even more helpful hints. agencies, and their families. Contest sub- after the close of the contest. ar) 
ject to all Federal and State regulations nt 
‘ | 
Hurry! Hurry! Contest closes April 1, 1952 
itor 
side 
got 
DICTAI HONE TATION | 
toes 
“Dictaphone” is a registered trade-mark of Dictaphone Corporation s 
In } 
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FORMERLY GREGG WRITER 


March, 1952 


At the feed lots, where as many as 11,000 cattle fatten for slaughter, we have real cowboys—real as they can be in 1952, 


ecrélary on a 9,000-ACRE RANCH 


_ ON THE FARM” had always meant an eighty-acre family homestead 
near Wichita, Kansas. ld grown up on the farm—my father was a Midwest 
lirt farmer, a corn and wheat man. Eighty acres had seemed like a lot of land at the 


é by 
time. But that was before I became personal secretary to Sol Camp and his son James, . 


who own one of the largest farms (they call them ranches in the West) in the agricul Clara Nickel 
tural bonanza that is California’s irrigated San Joaquin Valley. There aren't many 
farms like the S. A. Camp Company’s. For one thing, it's big—so big that we have roads as told to 
f our Own, Company stores, camps for farm hands, and whole fleets of mechanized JAMES JOSEPH 
farm machinery. Also, it’s one of the nation’s most oddly diversified big agricultural 
enterprises. We raise cotton, alfalfa, potatoes, and cattle. 

They tell, as sort of a saga, how my boss Sol Camp got off the train in Shafter, Cal- 
itornia, in 1926. He'd come all the way from South Carolina and had already had con- 
siderable experience with cotton. Cotton was a new crop to California then. Mr. Camp 
got a job, as a day laborer in the cotton fields. Today, only a quarter century later, the 
‘. A. Camp Company has become a modern agricultural miracle. 

\ vear-around crew of 400 works our 9,000 acres planted in long-staple cotton, pota- 
toes, and alfalfa. In Idaho, the company operates another 6,000 acres in potatoes. Here 


in Kern County, California—one of the five richest U. S. farm counties—we operate 
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twelve cotton gins, and a cotton-oil mill (with an an 
nual capacity of 100,000 tons of cotton seed ), and 
have feed lots where as many as 11,000 head of range 
cattle often fatten during the 90-day preslaughter feed 
ing cycle. It’s not unusual for us to ship 3,000 bales of 
high-grade cotton during a top harvest day, and ow 
potato crop Is huge—we ship up to fit ty carloads a day 
during peaks. 

A ranch like ours is, in tact, an industry! We have 
an administrative staff broken down into a dozen di 
visions such as marketing, crop control, purchasing. 
etc. A company plane and its pilot tie our two big 
ranches—in California and Idaho—together. Our field 
foremen’s cars are radio-equipped, for a field boss may 
be twenty miles from the modernistic ranch office 


where I work yet still be on S$. A. Camp property. 


FARMING HAS ALWAYS been geared to harvests, our 
peak seasons. This means that the work load as per- 
sonal secretary to the Camps, while steady, really piles 
up from September to February, when it’s cotton 


time, and from the end of April until mid-July, when 


we've shipped the last of our potatoes. Theoretically 















there's a two.months’ breather between July and Sep- 
tember, but evel then l seein to have hy hands full, 
Office hours are regularly from 9 to 5, five days a week, 
and from 9 to noon on Saturdays. When we get into 
harvests—particularly potatoes—quitting time is forgot- 
ten. We all stick around until the last car of refrigerated 
potatoes leaves the shipping sheds—sometimes as late 
as 2 a. m.! These potatoes come to your table as new 
potatoes, and that’s the reason for the rush. They dont 
keep for long periods, as do the baking variety. We 
get them out as quickly as possible and put in plenty 
of overtime. This pace lasts only during the peak har- 
vest time—soon it’s all over, bringing the more placid 
cotton season. 

Knowing something about farming helps in my job, 
although probably it isn't essential. What is essential 
is having a “feel” for agriculture. I suppose it boils 
down to this: You've got to be swept into the excite- 
ment of harvests, to want to make sure that last car 
of potatoes gets off instead ot complaining at having 
to work overtime. Your life—and lives of all the other 
ranch and office emplovees—is built around — the 


harvests. 


Raising and training horses for harness rac- 
ing is just another of my boss’s interests. 
The S. A. Camp horses are tops on the trot- 
ter and pacer tracks of America, as our 
impressive array of trophies can testify. 


Mr. James Camp has plenty of dictation for 
me—what with so many varied interests and 
businesses. In addition to our 9,000-acre ranch 
here, we operate another 6,000-acre potato farm 
in Idaho. A company plane keeps us in touch. 
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a \s WITH MOST WORTHWHILE JOBS, my present one re- 
l. quired a long period of preparation and apprentice- 
q ship. When my family first settled in California and 
0 bought a small cotton and potato farm near Shafter, 
t- which is seven miles from the S$. A. Camp office, I was 
d still in high school. | was graduated in 1942 (was an 
te honor student) and managed about 120 words a min- 
W ute in shorthand and 50 to 60 in typing. My first job 
it wasn't on a ranch at all, but as secretary at the Bank 
ve of America in Shafter—at $80 a month to start. Being 
ty a secretary in the bank didn't pay very well, so I was 
ul quite pleased when, six months later, I was promoted 
id to teller. Betore | left the bank. I was earning $220 
nonthly 
Ib. Its tunnyv how one job leads to another. That six 
ial month secretarial stint was actually a sort of bless 
ils ing in disguise for me; because Mr. M. L. Thomas, 
te- to whom Id been secretary when he was bank mana 
“ar ger, took a job as $. A. Camp's office manager. One 
ng day he sent word he had a job for me at Camp's if | 
eC] wanted it. | certainly did! And I moved forthwith into | 
he the modernistic S. A. Camp office, as well appointed 
is any big city office. Of course the first job wasn't as 
the big boss's secretary. It seldom happens that way 
in real lite. | started at the bottom, learning marketing 
ind paper work connected with our twin products, ‘ 
cotton and potatoes. It wasnt until five vears after Id ' 
come to Camps that | became secretary to the ranch d 
owner and rated a salary of well over $300 a month. 
‘ 
UNLIKE A LOT OF SECRETARIES, M) job isn’t just typing 
and dictation, although that’s part of the work. One 
for daily job even now is to compile invoices based on 1 
and 
Z : 
a 
uch. 








administration 
slick and well equipped as any in 








































us 


a big city. 





And vou can be sure our girls are just as 










particular about their appearances as city 
Perse ; 
gals—no secretaries in dungarees here! 


A representative from the cotton department 
hands me some cotton-gin receipts. | started 
at S. A. Camp by working in the cotton de- 
partment myself. My big break—-secretary to 
Mr. Camp—didn’t come till five years later. 
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receipts from our twelve cotton gins. Gin receipts tell 
us how many bales of cotton in each grade and type 
are ready tor shipment. Some of our cotton, for ex 
ample, is exported to Japan. This means that the bales 


to a compress which we 


assigned overseas must go 
own and operate—to be squeezed into the smallest, 
most “shipable’ SIZe. 

Pe rhaps a buver calls in tor carloads ot potatoes. | 
take the order and hand it over to Mr. ¢ amp, who con- 
firms it, discusses price and other considerations, and 
Oks the sale. When this is settled, we get the buvet 
back on the line. and he gives me detailed shipping 
instructions and describes how the car is to be routed. 
Then | make up bills of lading and invoice the potatoes 
to the buver. This means I must keep up on shipping 
and routing changes and methods. 

And there's one job I have that not a secretary in 
fifty thousand can boast. If voure a follower of 
harness racing, then vou mav already have guessed it 
I keep tabs on horse races! The name S. A. Camp is as 
famous on the trotter and pacer tracks of America as 
in agriculture. At Springville. California. nestled in the 
foothills of the Sierra Nevadas, is Mr. Camp’s thorough 
bred farm. There. on rolling green acres, live fiftv-six 
happy trotters and pacers—some of the cream of Amer- 
ican harness racers. There's Prince Jay for example. a 
world record holder On harness tracks. These horses 
travel the grand circuit of harness racing every vear, 
with runs at some twenty top tracks. That's whv vou 
shouldn't bs 


piled with a conglomeration of horse-breeding and 


surprised—or shocked—to see my desk 


We not only grow cotton here—we operate 12 cotton 
gins and a cotion-oil mili. Sometimes | drop around 
to a cotton gin to pick up records of the amount and 
grade of cotton ready so that I can compile invoices. 


racing magazines. Were not on the betting end; we're 
the breeders and trainers of fine harness horses. 

One of my jobs is to compile lists of Coming races 
and the Camp horses that ar eligible for each. Some 
of this information comes directly from the tarm at 
Springville. Some 1 glean from the magazines and a 
lot of it comes from Mr. Camp, who knows his horse 
flesh just as well as his cotton fields. Periodically ] 
submit these lists to Mr. Camp. He checks off which 
horses are to race where and when. Then | type up the 
entry blanks and mail them out to the various tracks. 
Phe rest is historv—written in scores of sports pages 
and supported by our crowded trophy cabinet. 
Twick OR THREE TIMES A YEAR Mr. Camp charters 
planes and buses. closes the office and takes the en- 
tire office staff either to Bay Meadows or to Hollywood 
Park to watch the Camp harness veterans in action, 
You see why were all racing fans. It's always a grand 
week end—and all at company expetise. 

This is only part of the activities Camp sponsors 
for its emplovees. We also have barbecues. picnics 
at Springville farm, and bowling competitions. Last 
vear Mr. Camp even flew some of us down to Newport 
Beach for a week end on his cabin cruiser. Sailing 
along near Catalina Island we watched the flving fish 
plav and had a wonderful time fishing and soaking up 
sun. Almost every night in summer, vou ll find me and 
several others from. the Camp office rooting for the 
Bakersfield Indians. a farm club for the 
Cleveland Indians. Aside from the bat boy, 1 suspect 
L hold the ball park's attendance record 


| get a big laugh everv time a city secretary. dis 


California 


covering that Pm a ranch girl, asks about the blu 
jeans she suspects | wear to work. Mavbe evell a SOM- 
brero. “You wear Levis to work, dont you?” these 
girls ask. 

The answer is definitely “No.” Big ranches are big 
businesses, and Levis in our office would be just as 
out of place as in an office in the Empire State Build- 
ing. 

But when I'm asked, “You have cowboys out there?” 
I have to say “Yes”—with reservations, however. We 
do have cowboys. At least thev dress like real Western 
cowbovs. They ride horses, tend cattle, and cigarettes 
droop from the corners of their mouths just as you'd 
expect. But they probably drive cars home from our 
limited “range’—actually a big acreage in cattle pens 
—and likely settle down before a TV set. 

\ big industrial ranch like ours is a far cry from the 
Hopalong Cassidv TV and movie version. We seldom 
have to worry about masked bandits and _ rustlers, 
though we certainly do get our share of excitement- 
particularly at harvest time. Perhaps when you eat 
your next tasty new potato, you ll remember that there's 
a lot of excitement and preparation involved in getting 
that potato to vour table; for it’s just possible you may 
be enjoying one of our S. A. Camp potatoes that was 


packed at 2 a. m. one weary night and invoiced by me. 
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Rae Edgington, holder of many records and already a reporter 


A Diamond Medalist—at 18! 


AEBURN EDGINGTON cele 
R brated her eighteenth birthday 
last November by taking and passing 
the 200-word-a-minute dictation test 

five minutes) that entitles hei 
Diamond Medal. 
In the 64 vears of Gregg Shorthand, 


; 


to wear the Gregg 


only 271 others have ever won the 
Medal. 

Rae is one of the voungest persons 
ever to win the Medal. Moreover, she 
won it in less time than anvone else 
who took his training almost entirels 
in a regular high school course—fout 


] 
semesters, five classes a week. 


lusr Last JuNE Rae was graduated 
trom her high school in Hammond, 
Indiana. She was a student leader 


member of the National Honor Society. 


president of the Dramatic Club, secre- 
tarv of the Science Club and Y-Teens 
Club, a Red Cross representative, a 
Student Council member, a Scout, and 
so on. She graduated fifth in a class 
of 375. 

Rae started shorthand in het junior 
vear—that was September, 1949. Then: 


O.G.A Membership December, 1949 
HO. rd Certificate December 1949 


SO-word Certificate 


100-word Certificate 


January, 1950 
February, 1950 


120-word Certificate March, 1950 
Honorable Mention Award in Inter- 
national O.G.A. Contest Mav, 1950 
140-word Certificate June, 1950 
160-word Certificate November, 1950 
175-word Medal Aw ird March 1951 
High School graduation June, 195] 


When she took the 175 test, Rae 
set a new high school accuracy record 
for the 175: She had only five words 
wrong out of 875! Before she was 
graduated, Rae barely missed on the 
200—with six errors too many in her 
transcript, although she had the take 
down solidly. 

After a summer as a secretary in 
Chicago, Rae entered Gregg College’s 
course for shorthand reporters in 
September. There she set another rec- 
ord: Whereas other speed writers 
devote two to three vears to meet the 
graduation requirements, Rae did it 
in two and a half months! So, now 
she is a shorthand reporter in Chicago. 


TEACHERS ARE particularly interested 
in Rae Edgington’s achievement, for 


she is the first writer of Gregg Short- 
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hand Simplified to qualify for the Dia 
mond Medal. In 1949 Gregg intro 


duce d a new series of shorthand books 
called the Simplified Edition becaus« 


its lessons were simple1 ind there 


were fewer rules and abbreviations 
to be memorized than in the previous 
“Anniversary Edition” books 

Because the new outlines for some 
words were written out more fully 
some persons feared the new system 
would not be written as rapidly as the 
old. The fact that Rae won her Dia 
mond, and did so in record time, indi 
cates that the authors of Gregg Simplli 
fied are right in urging the advantages 
of the new system. 

Not satisfied with being able to 
write at 200 wam, Rae has gone on 
to add twenty words more to het 
speed. When the National Business 
Teachers Association met in Chicago 
last Christmas, Rae Edgington wrote 
for them—on a wobbly portable black 
board—at 220 words a minute in Gregg 
Simplified! Then, as her own teacher 

Miss Perle Marie Parvis) looked on 
and the audience applauded, the Dia- 
mond Medal was presented to this 
remarkable young writer. 
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LOOKING OUT FOR YOUR 


Expert advice on the correct style of | 4, 


glasses to boost your appearance eyecue 


— 
Y LASSES, explains Miss Jeanette Hlaberteld 
y evewear fashion consultant. “were ounce neuter, LY) 
For men and women they were the same—round. They 
were meant only to be looked through. not at! 
Recalling the “tour-eves” cra. Dorothy Parker's oft- : 
quoted lines about men not making passes at virls Cs 
who wear glasses, and the mistaken notion that spec- | “4 
tacles were associated with old age. we were mighty 10 
vlad glasses are now so attractive | 
There has been a revolution in the stvling and man- Mm 
1 


ufacture of eveglasses. and Miss Haberteld herself 
the change. When J“ 


has been a contributing factor t 


the first harlequin frames appeared, thousands of an 
women proved their need for fashion in eveweal by J Sia: 
adopting these winglike spectacles. A) good number ek 
of them were making a mistake—the harlequin stvle - 
was not for every woman. Miss Haberfeld, a licensed me 
dispensing optician (one of the very few women in Th 
the field), recognized the need for fashionable eve Ol 
glasses and realized that glasses must be stvled fol tu 
different facial tvpes. It was then that she und rtook fF Per 
the study of facial contour, coloring, personality and | 
practical requirements that has culminated in her f° 
attaining her present unique position as an eveweal Poi 
fashion consultant. She has lectured throughout. the 1 
nation, appeared on radio and television programs, and 1 
has been one of the few women to write for th es 
Optical Journal. Her campaign has been a definite tl 
boon to wearers of glasses im 

* | 
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t ) 
SQUARI ROUNI 


fo detract from your jaw and draw at- You can break up the roundness with 


tention to the upper part of your face angles. Choose frames that have sharp 
i ‘ « « . 





the frames need a= distinet upsweep. angles and are swept up at the sides, 


~/ 


—~ 
cw 





DIAMOND _ 


Add breadth to your forehead with 
frames that are wide on top and nar- 


C 
row at cheekbones and have only a 
very slight degree of upsweep. ( A 


; be width in the lower part of frame to 
of} shaped faces. Try a heavier type frame. compensate for a narrow chin. | 
ie | 
‘ 
i 
{ 
Feld ‘ 
itel EYEGLASSES TODAY ARE AN ACCESSORY, Miss Haberfeld shape frame. If not, choose a trame that li Ips create i 
They uts out. Like an interesting scart or necklace, they an illusion of ovalness. (See chart above 
{ hy idd to vou ippearance, SO manv attrac e Do vou know that vou can shorten a long nose by i 
oft e stvles are available in both tailored and dress\ wearing trames that have a low bridge? A stubby i 
virls tESTOIIS frames now come in plaids stripes, straw nose Is lengthened bv a high bridac stvl | 
er atch netallic Heck or thread designs, and many e If close-set eves create a problem choose trames 
‘ht at that there are glasses for every occasion. that concentrate interest at the outer corners 
For business, of course, youll want a fairly simpl e With deep-set eves, the brow is often hidden by 
nan mservative stvle But, for dress, vou might trv a the upper rim of the glasses. In this case, make 
self del such as the gold twist half-rim frame shown at sure there is some interest-catcher on the upper 
Vhen fF bottom left. It's not always easy to squeeze an rim to compensate fo1 the hidden brows 
ls o tra pall ot classes out of vou budget. but dress-up e Dont overpowel delicate features with too heavy 
ur by | glasses can do wonders for your morale. Miss Haber a frame. 
mbe teld suggests that when you need to change vou e Your best choice for all-occasion glasses is the 
ctvi uses, save your old frames for everyday and pw simple half-rim stvles that have brow-line interest. 
— hase a more formal pair to round out your wardrobe About color: 
oy in | [hen youll never need to squint during the prom e Tortoise shell is flattering for most complexions. 
eve ndering if that’s Bob dancing with Sally all be- Choose a blond tortoise shell if vour hair is blonde 
d_ tol use you didnt want to wear your “efficiency ex- or red: an amber tortoise shell if voure brunette 
rtook rt’ stvle glasses for such a gala affair. e Any pastel color that harmonizes with your ward- 
and Here are a few tips Miss Haberteld recommends for robe is suitable. 
1 hel veglass beauty: e Black frames lend sophistication and give an ap- 
oyveal Points to remember in choosing thre style frame pearance of efficiency: these are best for the dvnam- 
it the f° For good taste in the office. avoid frames with too ic personality and should be avoided by the sweet- 
< ane nuch decoration faced gal, 
,] the ® For formal weal rimless glasses Ol vlasses with il \bout aCCCSSOTICS 
finite thin engraved gold top rim are dainty: jeweled rims e Dont detract trom the effectiveness of pretty glasses 
‘lamorous. but mav be expensive by wearing too much elaborate jewelry. especially 





— 
' ~a ted 
' 
} 
ONG rRIANGULAR 
) 
lo give width to vour face. choose Avoid sharp angles. Frames should be 


frames that are wide and (since long 
faces are often angular) more rounded 


than those for the square or diamond- 


straighter across the top and gently 


rounded, not upswept. There should also 








lt you have an oval face. vou can wear almost anv 


PFODAY'S SECRI 


i 


large earrings 
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TRANSFER METHODS IN FILING 


Keeping Your Files Streamlined 


lj NLESS YOU LIVE in a gigan- 

tic, sprawling mansion, you 
are probably faced with the prob- 
lem of deciding what to keep and 
where to keep it. Most of us like 
to postpone the painful decision 
but the day inevitably arrives when 
our closets resemble the fabulous 
Fibber McGee closet and, with 
desk, shelves, and bureau drawers 
also overflowing, we must sort out 
what is to remain, what is to be 
relegated to cellar or attic, and 
what is to be disposed of. We are 
not bound by any hard and fast 
rules; and, as a result, we keep 
sentimental articles like dance 
programs, toys, and old clothes as 
well as prosaic objects like can 
celled checks and books. 

Business organizations, too, are 
faced with the problem of what 
to keep and where to keep it. But 
sentiment has no place in thei 
decisions—they consider two fac 
tors: will it ever be used, and hou 
often. The amount of office space 
that can be devoted to filing cab 
inets obviously must be _ limited. 
Because readily accessible filing 
cabinets should be reserved for 
records that are used frequently. 
they are called active files. As this 
valuable space becomes full, pro- 
vision should be made to trans- 
fer the lesser-used materials to 
inactive files. This 
process is particularly important 
because _ it “dollars and 
cents” for any organization: It re 
duces the amount of desirable of- 
fice space needed for active files. 
makes possible the use of inexpen- 
sive equipment and supplies for 
inactive files, and streamlines active 


transterring 


Saves 


files so that materials can be filed 
or located easily 3 
Policy as to what should be filed 
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and how long it should be kept 
should be decided by you and your 
employer after considering the na- 
ture of the business, the type of 
papers handled, the information 
they contain, and the requirements 
set forth in Federal or State laws 
regarding the keeping of certain 
tvpes of documents. 


THERE ARE FOUR GENERAL PLANS 
of transtei one-period, two-pe- 
riod, minimum-maximum period, 
and perpetual. You should select 
your plan on the basis of filing 
space available, type of filing svs- 
tem, and how filed materials are 





In the one-period method, usual 
ly once or twice a year, all the 
folders and their contents are 
moved directly from the active 
files to the inactive. The guides 
remain in the active files and the 
transferred miscellaneous folders 
are placed in tront of the alphabetic 
subdivisions they govern to serve 
as guides in the inactive files. This 
eliminates the need of having a 
second set of expensive guides for 
the inactive files. New individual 
folders and miscellaneous folders 
are prepared for the active files. 
This transfer method is a simple 
one. but it has a definite disadvan- 
tage. For a while, frequent trips 




















used. 

A-E L=-R 
(Current (Current 
Records) Records) 

F-K SZ 
(Current (Current 
Records) Records) 

Ae-E L=R 

(Last (Last 
Filing Filing 
Period Period 
Records) Records) 

F-K S-Z 

(Last (Last 
Filing Filing 
Period Period 
Records) Records) 




















A. Under the two-period plan, which 
involves keeping in the active files 
records from the last filing period 
as well as current papers, the drawer 
arrangement shown in the diagram 
above will prove to be both practical 
and efficient for the small file. Older 
material is kept in the lower drawers. 
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AKE Oe 4 
(Last (Last 
Filing Filing 
Period . Period 
Records) Records) 

A-B M-N 
(Current (Current 
Records) Records) 

C-F 0-S 
(Current (Current 
Records) Records) 

G-L T-Z 
(Current (Current 
Records) Records) 

F-H R-Z 
(Last (Last 
Filing Filing 
Period Period 
Records) Records) 














BB. If files are larger, put older ma- 
terial in the hard-to-reach drawers. 














ers. 





will have to be made to the trans- 
fer files to consult “still active” 
material. If the transfer files are 
located outside the main office 
area, much valuable time will be 
lost. 


IN THE TWO-PERIOD PLAN, the active 
files are divided to provide space 
for two classes of material — for 
current records and for papers 
from the last filing period. At the 
end of each filing period (three 
months, six months, a year, or 
whatever length of time was se- 
lected between transfer times) all 
folders and their contents from the 
oldest filing period are moved to 
the transfer files. 

The two-period plan requires 
guides and 
folders — one for the current and 
one for the last filing period. It 


does, however, eliminate the dis- 


two sets of active 


advantage of the one-period plan 
because only the older papers have 
been transferred. The current rec- 
ords and the material of the 
previous period are. still readily 
available in the active files. 
Illustrations A and B show how 
the file drawers may be arranged 
under a two-period plan to make 
the most accessible space available 
for the frequently used papers. 
No more discomfort from constant- 
ly working in a stooped or tip-toe 
position. Illustration C shows how 
the file drawers may be arranged 
under a two-period plan to halve 
the work at transfer time. Only 
the material in the last-period 
drawers needs to be removed to 
ready them for current records. 
The other drawers then become 
the “last-period file.” 
IN THE MINIMUM-MAXIMUM PERI- 
op plan, papers are moved directly 
from the current folders to the 
transfer files, as in the one-period 
plan. However, the disadvantage 
of the one-period plan is overcome 
by keeping some of the recent 
material in the current file. Fon 
example, suppose the nature of your 
business makes it wise for vou to 
keep in the current folders at least 
a year’s correspondence, and the 
volume of material filed makes it 
necessary for you to transfer every 
six months. Under the minimum 
maximum plan, vour files contain 
material that goes back for a mini- 


mum-time period of one year and a 
maximum of a year and a half. 
Therefore, on January 1, 1952, there 
would have been in your files 
papers going back for a period of 
eighteen months, or to July 1, 1950. 
The papers for July, 1950, through 
December, 1950, would have been 
removed, leaving papers for Janu- 
ary, 1951, through December, 1951, 
or the materials for one year on 
hand for reference. At transfer time 
six months later (June 1, 1952) 
there will again be an accumula- 
tion of eighteen months’ papers in 
the files, and the material for the 
oldest six-month period (from 
January, 1951, through June, 1951) 
would be transferred. The material 
being transferred can be placed 
with previously transferred mate- 
rial or it can be stored away in 
the transfer files by periods. 


THE PERPETUAL PLAN is generally 
used when the nature of the busi- 
ness makes it difficult to set definite 
periods for transfer. In such firms 
as contractors, architects, or law- 
vers, a particular job or case might 
continue for an extended length of 
time. Transferring files on a set- 
time basis might result in the re- 
moval of active material. There- 


fore, only when a specific job or 
case is completed, are all the papers 
pertaining to it moved to the in- 
active files. 

Doing the following things be- 
fore the time of actual transfer 
will lighten your burden at trans- 
fer time and reduce to a minimum 
interference with regular office use 
of the files at that time: 

1. Plan the new active files by 
preparing a list of those corre- 
spondents or subjects that will need 
new folders. Be sure to eliminate 
those that are no longer active 
enough _ to individual 
folders. 

2. Type up the labels for the new 
folders. Many organizations have 
found that using different colored 
labels for each filing period reduces 
the possibility of confusing active 
and inactive materials. 

3. Make sure transfer files or 
boxes are available. Affix labels to 
them that will show clearly what 
the contents of each file will be and 
for what dates. 

A comparatively new technique 
used for filing and_ transferring 
business records is that of taking 
pictures of the papers. This process, 
called microfilming, will be dis- 
cussed in a later article. 


warrant 
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€. When there are enough file drawers available, an arrangement of the file 
drawers as shown in the diagram above is most efficient for a two-period plan. 
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Tessie tells about her visit with 


A ating wad 


W HEN I WAS FiRST giv- 
the 


en “Secretary in a 
Beauty Salon’ assignment. a 
title for such an article popped 
into mv mind immediately. “| 
Walk with Beauty,” | whis 


pered sottly as | ran one hand 





through my new poodle cut. 
\Iy editors laughed at me ton 
being so dramatic; but, laugh 
ing editors or not. | discovered. after interviewing Miss 
Josephine Interligi. that that title just about expresses 
the wav she teels regarding her glamorous secretarial 
position. 

I guess she'll never tail to get a special thrill eacl 
morning when she turns in at 5 East 57th Street ( here 
in New York City, vou know takes an elevator to 
the ninth floor, and steps into Breck’s beautiful lime- 
ind-gold reception room. The spotless beauticians 
booths stand uniformly to her left, and her own hand- 
some, up-to-date office to her right. 

\ few of the beauticians wave hello as they pass by 
in their sparkling white uniforms. Josephine's boss. 


\liss Mae Carling, manager of the salon, looks up from 





Josephine steps into the reception room to greet a customer who has come to talk with one of the sales representatives. 


behind the reception desk where she is chec king earlvy- 
morning appointments, and cheerfully savs. “Good 
morning. And, as Josephine takes her place at her 
desk and starts opening and sorting the morning mail 
she teels glad that she can count herself a part of the 
buzzing activity that is so characteristic of beauty 
shops She shares in the excitement that fills the at 
mosphere around her—another day of beautifving peo 
ple has begun at the Breck Beauty Salon! 

“Ot course, | cant claim that I play a physical part in 
making our clients beautiful.” Josephine told me, “but 
indirectly, | think | do my share.” And, atter watching 
her in action for a complete day, | had no choice but to 
agree with her emphatically. Why not join us in a 
glimpse at one of her typical days? 

After cleaning up all beginning details. such as rout 
ing mail, making phone calls, and transcribing any dic 
tation that mav be left over from the dav before 
Josephine will turn on the intercommunication svstem 
connecting her desk with the reception desk and tell 
Miss Carling that she is ready for dictation whenever 
it is convenient Usually Miss Carling will come right 
into the office and dictate confirmations of beauty ap 


pointments, additional orders for hair preparations 





RREC Kk 


giii€, 


wi 
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ind so forth. But. if she should find it difficult to free 
herself trom her duties at the desk, Josephine will be- 
gin to busy herself with the many side jobs she has. 
One of these is keeping a complete file of informa- 
tion on all the beauty salons throughout the country 
that have one or more operators who are certified to 
give Breck Treatments. If the term “Breck Treatment 
is as new to you as it was to me before | started this 
issignment, vou will forgive me if 1 go off the subject 


for a minute to describe it more clearly to vou. 


\s 1 STOOD IN THE SALON watching other people getting 
Breck Treatments, | knew | just iad to have one, too 
90, a telephon call to my editors and a quick line of 
hatter that convinced them I really had to delve into 
esearch for this article. found me sitting in one ot 
those spotless beauticians booths, myself, receiving ~a 
treat as well as a treatment.” 

| think the entire process is a story in itself; but 
riefly, a Breck Treatment consists of a special massag 
ng of the head, scalp and neck (this was the best part 
f all—I never can remember feeling so relaxed); ap- 
plication of hair preparations made especially for the 
hair being worked on (my hair is inclined to be dry, 
but the treatment took care of that); a thorough sham- 
pooing (I almost fell asleep at this point); a modern 
stvling (I had my poodle cut re-poodled ); and then an 
ittractive setting (I really “wowed” them at the office 

losephine told me that many of the Salon's regular 
ustomers have this treatment once a week (1 couldnt 
talk mv editors into that much research ); but, because 
anv of Breck’s clients must travel to different cities 
trom week to week Josephine must see that thev are 
supplied with a complete list of the beauty shops in 
the cities thev are visiting that are certified to give 
Breck Treatments. 
‘ANd THEN | also have certain responsibilities in con 


nection with Breck sales representatives ” said Jose 


ine, 
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Here Josephine has her 
hair set for a special 





occasion by operator 
Bernice Didrekson. She 


receives this service, and 








any Breck preparations 
-he may need for her 





own use, free of charge. 
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Miss Mae Carling, manager of Breck Beauty Salon, leaves 
her duties at the reception desk long enough to dictate 
some rush letters to Josephine in the quiet of the office. 


“Sales representatives?” I asked, arching one eve- 
brow as high as is phvsically possible. “What in the 
| | 


world does al beauty salon need salesmen tol ?” 


‘I guess I neglected to tell vou,” Josephine re plied 
with a smile, “that my emplove rs are also manufactur 
ers of a number of hair preparations. The sales re pre 
sentatives are connected with this end of the business.’ 

“Oh, sure.” 


position, “vou mean Breck Shampoo and Breck Hair 


I said, bringing mv evebrow back into 


Lotion and so on.” 

“That's right,” Josephine responded; “and when 
these sales representatives come into the office, I take 
their dictation, as well as Miss Carling’s, and act as 


sort of secretary to them. too 








Josephine checks on a Breck magazine advertisement. The 
painting of the small child, to the right of Josephine’s 
head, is Baby Constance, youngest of the Breck children. 


“My goodness!” I exclaimed, “just how many people 
do you actually take dictation from?” 

“Well,” said Josephine, “I would say I take dictation 
from as many as five people—all at different speeds 
and believe me, that really helps to keep you on your 
toes.” 

“How wonderful!” I bubbled. “I know many secre- 
taries who would certainly envy vou this valuable skill- 


building experience.” 


But THATS Not the only work Josephine does for the 
sales representatives. When they are out on business 
and cannot get to the office, they usually phone in vari- 
ous instructions. For example, if a drugstore or beauty 
salon should decide it would like to have a window 
display of Breck preparations, the sales representative 
will call. Josephine, and she will see that a window 
dresser is immediately sent to the shop requesting the 
display. 

At the sales representatives’ request, Josephine also 
sends advertising material to those beauty salons and 
stores that desire to advertise Breck preparations. 

And, to keep her day completely filled, there is al- 
ways the reordering of advertising leaflets and all rec- 
ord forms used in the Salon and keeping her rotary 
file of telephone numbers (she has a gigantic list of 
distributors and wholesalers) completely up to the 
minute. Then, of course, there is always the filing of 
her daily correspondence to be done. 


SometiMeEs it’s hard for Josephine to believe that her 
ambition, when she graduated from high school, was 
to become a teacher. It wasn't until her senior year 
that she experienced this strong desire to teach, and it 
meant quite a bit of rearranging of her life. 

Because she had majored in commercial subjects all 


oe) 
to 
_ 


TODAY'S SECRI 


through school, she had to accumulate a certain num. 
ber of academic credits before she could enter college, 
Upon graduation, therefore, she found herself a tem. 
porary secretarial job during the day and returned t 
high school at night. When the credits she needed were 
finally compiled, she quit her job and registered at 
Brooklyn College. A part-time secretarial job in the 
evenings helped pay her school expenses. 

But, as fate would have it, two semesters later the 
business world won out. It suddenly dawned on 
Josephine (and she still can’t explain why) that her 
secretarial work meant more to her than teaching ever 
would. At first she thought those vears of academic 
study could be marked off as a waste of time. But, dur- 
ing her past eight years in secretarial work, she’s been 
thankful an endless number of times for this academic 
background. One example of when it came to her aid 
was when she applied for her present position at the 
Breck Beauty Salon. The Breck people take their time 
when they add to their personnel. They believe in 
thoroughly investigating and testing all applicants. 
Josephine came for interviews, took oral and written 
tests, and filled out application blanks for two long 
months before she was actually hired. There were four 
other applicants competing with her, and she doubts 
if she could have weathered the storm if it had not 
been for her academic background and her wealth of 


secretarial experience, 


Wee!” 1 SAID, PRETENDING TO WIPE A WEARY BROW, 
“watching you in action all day has really tired me 
out!” 

“Thanks for the compliment,” Josephine replied. “It's 
been fun having you, and I do hope we'll be seeing 
each other again.” 

“Oh, voull be seeing me all right.” I laughed. “I'm 


coming back next pay day for a Breck Treatment! 





Now and then Josephine goes out to the reception desk 
to check information with Miss Carling. The two booths 
shown directly behind the desk are for men clients only. 
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A Survey of 100 Secretaries to V.I.P.s tells 


HOW TO PROMOTE A PROMOTION 


HREE DIFFERENT LET- 

TERS trom three different sec- 
retaries reached our desk not long 
ago. Different in numerous ways, 
but identical in one: They all had 
the same problem. The first letter 
complained, “lm not getting any- 
The 


work is 


where on my job.- second 
sighed, “My 
mnoticed.” And the third queried, 
Will 1 ever be promoted? 

We studied each lettei caretully 
ind decided that we would simply 


good going 


write a letter to each secretary ex- 
nlaining how 
ibout. We 


paper, wrote out a salutation, and 


promotions come 


reached for pen and 
then sat with chin in hands. “How 
lo promotions come about?” we 
ourself. No thought 
back an answer. We 
suddenly realized, we weren't sure 
t the ourself. A 


vas in order; so we rolled up our 


prompted 
vave sent 


answer survey 


sleeves! 
OUR FIRST STEP Was to procure a 
nailing list of Very Important Per- 
ons and send promotion question- 
aires to their secretaries. We were 
onfident that by questioning these 
secretaries, who obviously had had 
their big promotion, wed be able 
to compile the most helpful in- 
lormation. 

Realizing that there has to be 
i vacancy before anyone can_ be 
promoted to it, our questionnaire 
began by asking, “How did the 
position you finally secured hap- 
pen to be open?” 

The V.I.P.s were 
eager to give their answers. The 
eight reasons given here 


secretaries 


the ones 
most frequently mentioned — are 
listed in the order of their fre- 
(1) Someone left to take 
‘job in another company; (2) A 
lew position created; (3) 
S’omeone got married and left the 
ob; (4) Someone left to await the 
‘tork; (5) Someone was promoted 
‘oa still better job; (6) Someone 
lad to resign because of illness; 
T) Someone was fired; (8) Some- 


juency: 


Was 





by Constance L. Halpin 


one took another job in the com- 
pany—not a promotion. 
Secondly, our questionnaire 
asked “Why were you chosen to 
fill this opening?” In each case, it 
was one of the following reasons 
which are also listed in the order 
of their frequency. (1) I had done 
some work for the executive be- 
fore, and he asked for me; (2) | 
was recommended by the man for 
whom | had been working; (3) My 
boss was promoted and | was pro- 
moted right along with him; (4) 
I was next in line; (5) I knew the 
position would be open and ap- 
plied for it; (6) The person leav- 
ing recommended me; (7) An ex- 
friend me; 
(8) Personnel recommended me. 


ecutive recommended 

We studied those sixteen items 
listed. We studied them again. 
Then we repeated the question we 
had asked ourselves earlier, “How 
do promotions come about?” This 
time a thought wave rushed to our 
aid. it said, “are 
prompted by efficient and conscien- 
tious work, but many times they 
do not come about until the work- 
ers, themselves, lend a hand in pro- 
them—until the workers 
take some of the initiative.” 


“Promotions.” 


curing 


Our survevees, who have already 
shown initiative, urge that you be 
alert to how vacancies occur, so that 
when they do occur, you're Johnny 
on the spot. 

For example, when you hear that 
the secretary to the advertising 
manager of your company is leav- 
ing to take a job in a large adver- 
tising agency, that is when you must 
step into the advertising manager's 
office and tell him that you are 
throwing your hat in the ring. 
Our suRVEYEES also suggest that 
you thoughtfully consider the steps 
leading to other people’s promo- 
tions and plan your own future 
with the use of these guides. 

For example, take the item, “] 
had done some work for the exec- 
utive before and he asked for me.” 
TODAY'S SECRETARY e March 


1952 


Can think of any executive 
you have previously done some 
work for who was so impressed 
with it that he would ask for you 
should his secretary have to be re- 
placed? If not, better start taking 
extra pains on every little bit of 
outside work you do—now! 

Or consider the item that states, 
“The person leaving recommended 
me for the position.” Does the sec- 
retary next door to you know how 
efficient you are? The next time 
you have a few free moments, why 
not offer her a helping hand? Not 
only will that leave her with a 
favorable impression of you, but 
it will acquaint her with the type 
of work you produce—and you may 
be the first in mind as a replace- 
ment when she moves on. 


you 


“That's 
interesting, but nobody 
ever leaves at my company. Well, 
then, that is when you must con- 
centrate on the opening there will 
be if a new position is created. In 
other words, try to add so com- 


PERHAPS YOU ARE Saying, 
all very 


pletely to your present responsi- 
bilities that a new position is prac- 
tically created or can be created 
for you after a conferences 
with your boss. We agree that this 
is the more difficult way of gaining 
promotion; but, after all, this is 
really what promotion is—addition- 
al responsibility. 

A special word to everyone look- 


few 


ing for a new or better position. 
Be sure to keep promotion in mind 
even while you are job hunting. 
We suggest that you quite frankly 
ask the person who interviews you 
just what the chances of promo- 
tion are in their company. Wher’ 
you are satisfied that the position 
has good promotional possibilities, 
take it, make your work outstand- 
ing, watch how others gain pro- 
motion, and keep your eyes and 
You'll 
find that success will come easy 
to you, for you'll know how and 


ears open for vacancies. 


when to promote a promotion. 


w 
wt 
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a. Wonderful worsted in a new version 
for spring—worsted repaline. Available 
in navy. black, red, ice blue, or gray 
in sizes 10-18, 9-15—about $55. For 
stores near vou, write Joselli Suits, Ine., 


512 7th Ave... New York 18. 


b. Navy faille two-piece dress with 
side - buttoned jacket — about $20. 
Comes in junior and misses sizes. Write 
to R & K Originals, 1400 Broadway, 
New York, for stores. Style is 21721. 


e. Precious classic by MeKettrick in 
rayon surrah tie-print — about $15. 
Comes in sizes 10-20; blue on navy, 
navy on blue, copper on beige. Write 


MeKettrick, 1350 Broadway, New York. 


d. Smooth lines in all-ravon herring- 
bone sharkskin for vear “round—under 
$20. Style 2944; in gravy or beige, 9-15. 
Write Zimeo, 498 7th Ave., New York. 


e. Full-skirted suit-dress in all-season 
rayon tie-print surrah. Available in 
navy, apricot, copen, brown, or white 
backgrounds — about $25. Write to 
Joselli Suits, Inc... 512 7th Ave., New 
York 18, for stores. Style is 245. 

f. Good value in a long or a short 
version, these Lassie Maid yvoke-tucked 
coats in wool Duvetyn suede. Topper is 
stvle £2306 ($39.95): coat is 22606 
($45). In all new spring shades, sizes 
8-18. For stores write Lassie Maid, Dept 
TS-1, 512 7th Ave., New York 18. 
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soon be busting out all over- 
Pnew greenery and new fin- 
flaunt gay spring clothes but, 


ne to purchase these outfits 
vour buys so that vour new 
1Ol ( and will do most to 


1O hes already iy VOU closet 


n that cood looking checked 

ht to the print dress vou 
vear it with. Pe rhaps a solid 
buy then. isnt it? 


the office 


and your date on Friday, we 


ade on Sunday. 
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sr an Underwood 


...the typewriter that brings you 


ohrer leach! Erightor Vays! 


Jake your job easier . . . your work better And the exclusive Underwood See-Set Margins 
., by urging your employer to order you an and Seales that give you perfectly-balanced 
underwood Rhythm Touch Typewriter! letters... with a minimum of operations. 


a ; : Yes. you'll find this Underwood the smoothest. 
hythm Touch is the most pleasing touch ever a ; 
: ; swiftest, sweetest-running typewriter you ve 
veloped in a standard typewriter . . . the ; tx ; 
: th: , , ever used. It’s so easy-going you can count 
phtest, easiest touch you ve ever experienced! ‘ — ‘ 
typing fatigue a thing of the past. 


id to that the comfortable Underwood linger- Phone your local Underwood representative 
rm Keys that cradle your finger tips... today for a demonstration on the work you're 
d never tire you out. doing now. 





>. 
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Underwood Corporation 


Typewriters... Adding Machines... 


| 
J 
2 | 
; 
\ccounting Machines...Carbon Paper... 


Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1. Canada 


Sales and Service Everywhere 














a NDERWOOD 2égém Tock, DE LUXE 


Made by the Typewriter Leader of the World 
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ENGLISH FOR TRANSCRIBERS 





“Between You and [” 


by E. Lillian 


sr SEPTEMBER, these transcription studies 
N have concentrated on some of the troublesom« 
details of transcription stvle especially ot punctua- 
tion. The remaining studies of this volume will bi 
devoted to methods of linproving the wording of tran- 
scripts 

When a dictator is concentrating on the thought 
of his letter—trving to present the subject matter tact- 
fully, persuasively, and clearly—he sometimes makes 
minol slips in grammar and dictates constructions 
that he would not use if he were concentrating on 
the English alone. This human failing gives the stenog 
rap! her an opportunity to render a real service—to 
save the dictator and the company the embarrassment 
of having the recipient of the letter lift an evebrow 
over some slip. 

Most dictators expect their stenographers to be so 
well prepared in English that they will make these 
minor corrections without referring them to him—but 
the ste nographe r must know her stuff! 


Tis First stupy has to do with perhaps the most fre- 
quent of the situations in which the stenographe r 
should turn corrector—with the matter of the correct 
forms of pronouns in certain constructions. 


Review for a moment these basic facts of grammar: 


1. A noun remains in the same form whether it is 
the subject of a verb or the object of a verb or of a 
pre position 
the accountant iccepted the posit mn. (Accountant, sub 


the verb acce pted. 





Hutchinson 


different forms to represent those relationships. The 


obj ctive torms are me, her, him, us, them 


Never for a moment would anvone but a baby learn- 


t happens when a short and innocent and connects 


two pronouns or a noun and a pronoun t that follow 


speaket to torget that the second pronoun also must 
in objec tive torm 


These sentences are correct. 
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Hloweve) pronouns CAC pt ror if and you Lave 


» talk sav. “saw I” or “to 1.” would they? But see 


verb or a preposition. The and all too often leads ie ( 


] n attect t ( Not si 

man invited my ife and linne) Not ] = 
strons I hot id Not | 
1 nd t Not l ll 
( i It except thi nimiuitte and us. (Not we V 
{) 
For your encouragement, there is a very simple de- en 
that will enable vou to decide instantly which ’ 
form to choose. Just try each word separately: thus: VW 

‘affects vou, affects her’; “invited my wife. invited 
Continued on page 349 m 
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nust 
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Now is the time... 


by Florence Elaine Ulrich 
Director, Gregg Awards 


ES, SIRREE! Now is the time 
for all good students to come 
to the aid of their shorthand and 
typing records. There are 
few more months lett in 
to earn the 60-. SO-, LOO 


word 


only a 
which 
~and 120 
shorthand certificates and 
pins testifving to your proficiency 
and the 30-, 40-, 50-. 


typing certificates and 


and 60-word 
that 
typist. 


pins 
show you are an efficient 
So dont dilly dally 


Settle down to serious practice at 


any longer. 


once, and show ‘em what vou can 
do! 

The final shorthand speed tests 
for this vear will be published in 
the May issue of Business Tracu- 
eR. An test 
published in that issue for use in 
test to 
who fail on the first try. 


alternate will also be 


June Or as a second 


ahiy 


deal of 
time to build a shorthand speed ot 
100 to 120 words a minute, but vou 


lt DOKRSNT TAKE a. great 


do have to plant vour feet firmly 
on the floor, square your shoulders, 
sharpen your wits, and practice! 

If your hand is slow, try writ- 
ing the digits as fast as vou can 
I, 2, 3, 4, 5, 6, 7, 8, 9, O—as a warm 
up exercise. Next, write the short 
hand alphabet at the rate 
of speed, which will be about 100 
characters a minute. 

Now the O. G. A. test 
on the next page or toa letter of 
about 150 words in vour textbook 
Write the and 


again. Read vour notes backward! 


Same 


turn to 


COp\ over over 
Then practice until vou are writ 
ing the 150 words in one minute. 
When vou have done this—and it 
ought not to take 


evenings practice—you will notice 


more than an 


a vast improvement in speed in 
your daily work. 


An experience I reeall, which 


may interest you, occurred while 





td Se 
Vocational 
Proficiency 


' 


140 WD 
Shorthand 


ees 


lranscription 


Skills 


70 WD CT 


OGA-— OBE 


60 WD CT 


Contest Prizes 


120 WD Shorthand 


100 WD Shorthand 


——— 


50 WD CT 


Senior OAT 


ee 


OGA 


oo Wes! Membership 


———— 


60 WD Shorthand | 


Theory 


4. 


Superior OBE 


100 WD 
Shorthand 


80 WD. 
Shorthand senior OBE 


od - 


30 WD Cl 


Ne ict —_ 
Junior Junior Junior 
OAT OGA OBE 
l was teaching an evening class of prac ticing fol high r spe dona 


first-vear shorthand students. It was 
spring. The school held cil) Hono 
Night. in which the awards earned 
by students were presented betore 
an audience of parents school ex 


ecutives. and business people. On 


hour betore we were scheduled 
to go on, the class thev were 
then writing SO to lOO words a 


minute) was asked to participate 
by giving a demonstration of their 


dictation speed and skill! The stu 


dents felt that SO to 100 words 
would seem mighty slow to. the 
spectators SO we spent the hour 
TODAY'S SECRETARY e March, 1952 


letter of approximately 350 words 
Result: More than half the 
took dictation at 175 words a minute 
in the demonstration read 
back The dictator 
tumbled the cCOp\ and had to im 
but 
took 
stride and 
hitch! So 


write 


{ lass 


and 


pe rfectly! 


provise a portion of the letter 
the shorthand 
the 


read it 


speed artists 


new COp\ in thei 


back 


learning to 


without a 


Vou sc short 


take 


enthusi 


hand tast does not necessarily 
a lot of time. It does take 
asm interest, determination. and 


prac ties Continued on next page 
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(Concluded from page 331) 

Ik YOUR TYPING is not all you would 
like it to be. consult the typing 
pointers that have been published 
in these pages. Read these again 
and put the suggestions to work 
on the Competent Typist test this 
month. 

Do not dawdle over your assign- 
ments. Spring is a time of fresh 
beginnings, renewed vitality, thrill 
ing accomplishments! We urge you 
to reach for higher speeds and for 
in transcribing. You 
should be able to transcribe the 
100-word shorthand speed test at 
25 words a minute on the type- 
writer. (It is better to have a speed 
of 40.) And you should be able 
to transcribe this 100-word test with 
office-standard accuracy, too! You 


accura Cy 


can—if you try. 
Greater power to vou! 





Shorthand Test 


Instructions 


Copy the tests here in your best style 
of shorthand. trying to make your notes 
look as nearly as possible like our expert 
penman’s notes alongside. The tests may 
be written in one or in two columns. on 
your regular notebook paper or on any 
other stationery that will allow you to do 
your best work. Ruled paper helps keep 
your writing uniform. 

The Junior Test is offered to enable the 
writer to see whether he is practicing cor- 
rectly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who 
feel that they have developed a good 
practical style of penmanship that will 
assure accurate transcripts on the job. 
Acceptable specimens entitle the writer 
to membership in the Order of Gregg 
Artists (O.G.A.). 


Style Studies 


\ few words are selected each month 
from the Membership Test copy on which 
you may find preliminary practice help- 
ful. (Junior candidates may practice these 
forms with profit.) Writing over and over 
the printed outline for any word that you 
cannot execute easily will give you the 
“feel” of the correct form. You can test 
your own writing of the basic forms by 
placing the Corrective Slide over your 
notes. 

Test papers are judged on (1) the 
smoothness and fluency of the notes: (2) 
the formation of the characters as to prop- 
er curve, slant, and joining: and (3) the 
correctness of proportions maintained 
throughout the specimen submitted. A 
“Key to the Marking of O.G.A. Tests” is 
returned with any failing papers. which 
gives detailed criticism of the faults of 
style noted by the examiner. 


Test Material for 


Junior O. G. A. Test 


: : = ) rd 2 ) } 
a i oF re # —rZD (_ 2 O} Os 
2 7 
= - P 7 ili A-A < ( a = C i. - oa 
i , 
— 2 Co é f ; eC. enn \ + 4CO 4 — 7 6, 
j mae 
» 7 ) 2 ; a 
Cc Z TF a oe a 4 \_w< 
/ /- 9 
yy eee oo. “a 


Stvle Studies 


: ) 
G —~or 2 4, wr??? —Q, 


QO. G. A. Membership Test 


ae ae es uu 


NOTE TO CANDIDATES FOR AWARDS 


All clubs of test papers should be accompanied by a typewritten list of names 
to expedite checking and assure accuracy in making out certificates. 


March copy is good as membership tests for O.A.T., C.T., and O.G.A. awards 
until the receipt of the April, 1952, issue 
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Mareh Awards 


Junior O. A. T. Test 


(Before copying this test, see that your type is clean and your ribbon clear, so that your typing job will 


do you credit. The title is 


» be centered in all caps and underscored; also underscore the 


credit at the 


end of the article.) 


The Art of Getting Along. Sooner 
or later, if we are wise, we discover 
that life is a mixture of good and bad, 
victory and defeat, give and take. 

We learn that it doesn’t pay to be a 
sensitive soul—that we must learn to 
let some things go over our head like 
water off a duck’s back. 

We learn that he who loses his tem- 
per usually loses. 

We learn that all men have burnt 
toast for breakfast now and then and 
that we shouldn't take the other fel- 
low’s grouch too seriously. 

We learn that carrying a chip on our 
shoulder is the easiest way to find 
trouble. 

We learn that the quickest way to 
become unpopular is to spread tales 


and maliciously gossip about others. 

We learn that it doesn’t do any 
harm to learn how to smile and say, 
“Good morning,” even if it’s raining. 

We learn that most other fellows 
are as ambitious as we are, and that 
they have brains that are as good or 
better, and that hard work and not 
cleverness is the secret of success. 

We learn to sympathize with the 
youngster because we remember how 
bewildered we were when we first 
started. 

We learn that folks aren’t any 
harder to get along with in one place 
than in another, and that “getting 
along” depends ninety-eight per cent 
on our own behavior.—From “Wireco 
Life” 


Senior O. A. T. Test 


See instructions 


WE’RE GRAYBEARDS 


(Mr., Miss, or Mrs. surname only), but 


column ; 


(Date) 








we still have the unlimited enthusiasm of youth for our 
specialty—getting results for our clients with dynamic direct 
advertising. It’s our experience—nearly sixty years of it— 


that makes us wise enough to appreciate the value of advertis- 
ing aimed at the heart of your market with a personal message. 


You'll find that Herbert’s direct advertising will work for you 
as it has year after year for Herbert’s accounts, who have 
reaped extra profits and saved headaches by turning their 
direct mail problems, from copy to mailings, over to us. | 


Herbert’s advertising planned for your sales objective will 
reach it directly, swiftly and effectively, because it will be 
designed with all the know-how gained through our many 
years in complete direct mail service. Just within the past five 


years, Herbert’s clients have won thirty-three national awards 


in contests based chiefly on results. 


Take advantage of our experience. Return the enclosed card 
today, and we'll send one of our “graybeards” over to discuss 
YOUR mail campaign. He’s the ambassador of ideas that will 
bring you the results you want, in sales or good will; but don’t 
be surprised if, in his youthful enthusiasm, he skips rope while 
he waits in your anteroom! Cordially yours, D. C. HERBERT 
COMPANY, Creative Direct Advertising, Gregory C. Herbert, 


| : 
| President 


TODAY'S SECRETARY e March, 1952 


Typewriting Test 
Instructions 


The Junior Test is a one-page plain 
copy test, for which typists are eligible 
as soon as they are able to copy the ma- 
terial without errors. Unless specifically 
instructed here, the candidate may use 
either single or double space in typing 
these tests, whichever will give the better 
arrangement to the copy being typed. 
Headings are to be centered. 

Since the purpose of the O.A.T. is to 
focus attention early on professional typ- 
ing standards, all work should be done 
with a good ribbon and should show an 
even touch and clear, clean typing. well 
arranged as to margin, centering, and 
alignment. 

Erasures or typographical errors will 
disqualify a test, but all tests may be 
practiced as often as necessary to secure 
the desired result up to the day of re- 
ceiving the next month’s material. 


Senior Test 


Typists must have qualified at 40 words 
a minute to be eligible for the Senior 
Test, although the test itself does not 
have to be typed at that rate because it 
involves problems of arrangement or pro- 
duction. 

The Senior Test letter is to be sent 
to six of Herbert’s prospects. Make a 
carbon of the first letter you type; then 
type this same letter to five other 
people without making carbons of 
those letters. Merely note on the one 
carbon copy the names and addresses 
of these five, as well as the full name 
and address of the person to whom 
the first letter is being sent. 

Address the six envelopes, or as 
many pieces of paper cut to some 
standard envelope size. 

Your teacher will submit the an- 
notated carbon and the envelopes to us 
with your application for membership 
in the Senior Division of the O. A. T. 
(Order of Artistic Typists). 

Before you hand in your paper, see 
that your name and school address ap- 
pears in the upper left-hand corner of the 
page, and make note (in minutes) of 
the time required to type the test. 


(Note to teachers: Check students’ work 
carefully against these directions and the 
copy shown here. Try not to submit work 
that violates these directions or good 
typing arrangement.) 





A fee of 10¢ is required with tests sub- 


mitted for certificates, except for the 
Superior Merit or the Attainment Certifi- 
cates, which are 50¢ each. Pin awards are 
25¢ each. Applicants for both certificate 
and pin should remit 35¢ to Gregg Awards 


Dept., 330 W. 42 St... New York 36, N. Y. 


Special note Specially ruled penmanship 
paper, in pads of 50 sheets, is available 
for practicing the O. G. A. tests. These pads, 
which sell for 15¢ each or $1.50 a dozen, 
also may be obtained trom the Gregg 
Awards Dept 
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March Competent Typist ‘Test 


It is hard to believe that such everyday 
things as knives and forks are incorrectly 
used by the very best of people. There are 
so many rules to keep in mind regarding 
these two utensils that we have compiled 
the following information for you. 

A knife is used for cutting firm meat and 
other foods that cannot be cut with a fork. 
It is held in the right hand in exactly the 
same manner as a fork. Grasp the knife 
handle with the thumb and the first and 
second fingers; slide the first finger out on 
the handle, but do not let it extend along 
the blade. After cutting meat, do not clean 
the knife by rubbing it against the fork or 
a piece of bread; however, keep the knife 
as clean as possible. 

Your dinner knife may also be used to 
spread butter on bread if a butter knife has 
not been provided. Break off a small piece 
of bread and hold it on the edge of the 
bread-and-butter plate or the dinner plate 
to spread it. When this is eaten, break off 
another small piece and spread it. A whole, 
small biscuit may be buttered at one time 
without removing it from the plate, as it 
is considered more delicious if it is buttered 
while hot. 


When the knife is not in use, place it 
with the cutting edge in, on the upper right 
arc of the plate; keep both the blade and 
handle on the plate. Always place the 
silver quietly on the china; do not drop it. 
Never let the knife and fork hang from the 
plate like a pair of oars. When passing the 
plate for a second helping, or at the end of 
a course, place the knife and fork in the 
center of the plate with the handles at the 
lower right edge; then there will be little 


f minutes; or to eft net s 


7 
LY/ 
306 


314 


>>? 


ILI 


u copied completely and add 1 for each additional 


5 strokes 


ubtract 10 tor each error before dividing by number of minutes.) 


typed. To get gross 


VW ords 


danger that the silver will fall when the 


plate is lifted from the table. 
The fork is held incorrectly more often 


than any other piece of silver. When using 
the knife and fork together, as in cutting 
meat, the fork is held in the left hand so 
that the end of the handle touches the 
center of the palm of the hand, and the 
handle is grasped with the thumb and the 
first and second fingers, the first finger 
pointing toward the prongs. To get the 
correct idea, grasp the fork handle, with 
the prongs down, as if it were a hammer; 
then slide the first finger down the back of 
the handle; do not let the finger extend 
along the prongs. Never hold the fork at 
right angles with the plate, and never use 
the broomstick grip. 

After a portion of meat has been cut, 
the knife 


transferred to the right hand. The meat is 


is laid down and the fork is 
then carried to the mouth with the fork, 
prongs up. This is the American method. 
According to the English or continental 
method, after the portion of meat is cut, 
the knife is still held in the right hand and 
the meat is carried to the mouth with the 
fork in the left hand, prongs down. This 
method is not much used in this country. 

The fork is held with the thumb and the 
first and second fingers. Vegetables should 
be eaten with the fork. However, do not 
slip the fork 
under the vegetables. Put only one kind 
of food on the fork at a time. Use the fork 
to put butter on vegetables and jelly on 


pierce them with the fork 


meat. Eat juicy uncooked fruits, soft or 
sticky cake, pie, and brick ice cream with 
a fork held as you do for vegetables. 


lf necessary, repeat from the beginning to 


> 
vw > 
20 
VS 


346 


534 
543 
551 
560 
508 
577 
585 
593 
601 
610 
618 
627 
635 


643 


complete a ten-minute test. 


Adapted from pages of the book, “What Do | Do Now?” by Mildred M. Payne, published by the Gregg Publishing Division, 
McGraw-Hill Book Company, Ine. 
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Y PEED per se is not by any 
N ) means the complete equipment 
t a good secretary or a good court 


reporter, but it is a fai practical 
ndex. If one were to state a tor 
nula. | believe the tollowing would 


be in accord with the 


} 


experience 
shorthand teachers and writers: 
120 wa m—a good stenographer. 
140 wam—a good secretary 


75 wam-—a good re porter. 


‘ 
\ few words a minute one wav o1 

the other would it affect the va 

. } , ' 

dity of the rOriuila Phere are 

. ; : 

shorthand writers wh ) possess other 


sualifications that make up tol \ 
slight lack in speed 
} 


Ly ip betwe C1) 


e 120-wam writer and the 140 


tin writer so ir as speed Is COn 
erned An vritel vho can hon 
st write 120-w n—and no tool 
thout it—necessarily knows the 
stem thoroughly 


\NbD ONCE MASTERY OF THE SYSTEM 
has been achieved. the gap between 
120 and 140 wam is a small one 
just a mere ste p. Phe average intel- 
ligent and studious writer will reach 
140 wam without special practice 
mply by dailv writing shorthand 
It is the gap between 140 wam 
ind the next stopping place that 
shorthand 
hil they hevel ittempt it It IS a 


fairly wide gap, but it can be closed 


SCaTeCS SO) Wally writers 


The pre scription for closing the 
sap between 140 and 175 wam is 
not. as we have seen. the learni 


tf anv more svstem or shortcuts 
It is simply the learning of as much 


it the 


into shorthand as one can cram into 


English language translated 


mes head and fingers. In other 
words—vocabulary 


Fast shorthand writing is noth 


GETTING INTO 
HIGH GEAR 


How to step up your shorthand speed to reporting level 


by Charles Lee Swem 


Official Stenographer, New York Supreme Court 


ing more nor less than the writing 


1 
of anv and every word or word 


combination that along 
and the writing of it immediately, 


without 


COTNCS 
hesitation. I anvbody | 
dont care who—knew his system 
well enough to write 140 w am, and 
then, in addition, learned to write 
every word and every word com- 
language without 
hesitation, he or she would be the 
fastest writer in the world 


bination in the 


Pure catrcnu is that no writer living 
can recall instantly the outline fon 
language. He 


every word ot. the 


can, it is true, formulate anv word 
but he must recall it instantly, auto 
matically und in any combination 
Ol phrase for it to be of real use. 

Now. how to LCQUIT' this parti 
ular abilits ol meeting them as 


Well | know ot only 


they come 


one War It is usually called the 
acquiring of a vocabulary.” This 
does not mean the laborious prac 


ticing of long lists of unrelated 
shorthand outlines It 


mean even the learning of lists of 


does not 


phrase S although phrasing is ama 
ior element of fast writing. It does 
mean the learning of a practical 
vocabulary of words as they actu 
ally OcCcCUY IT everday speet h and 


literature 


recur so frequently that thev must 


Some words and phrases 


be written with complete automa 
thought. 
Others. while they must be known 


ind learned 


tism—without conscious 


occur with such in 
frequency that it would be a waste 


| 


of time and effort to consign them 


to the subconscious—thev would 
soon be forgotten. The degree to 


which the words must be memo 
rized depends whollv on their fre- 


quency in evervday speech 
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SUCH A WRITING VOCABULARY iS ac 
quired essentially by actual dicta- 
tion practice, almost wholly SO. 
Only by repeatedly meeting words 
as they come in dictation does a 
writer acquire swift enough co-or- 
dination of head and hand to exe- 
cute the outlines for them at high 
speed. And only through a wide 
variety of dictation material is the 
vocabulary enriched. 

Dictation 


dictation has alwavs been the real 


dictation, and more 


secret of shorthand speed. This 
dictation may be secured ina speed 
or reporting class: it mav be had 
by a group of ambitious writers 
meeting together and taking turns 
in providing the dictation; or it 
many fast 


mav be obtained as 


writers have found. by attending 


meetings lectures speeches Ol 
simply practicing with radio 

The tastest writers in the coun 
trv all have acquired thei speed 
by one of these methods. Why not 
try this for a while, if you are in 
terested in higher shorthand speed? 
Turn on your radio, select a speak 
and then write 


Read it back 


correcting every 


er (not too tast 
everything vou can 
as best vou can 
outline vou have written poorly Ol 
incorrectly And watch for the 
phrases vou have missed! 

I guarantee that vou cannot fail 
to gain vocabulary and speed if 
vou do this consistently and consci 
entiously. Then you may soon be 
ready for a speed class, where the 
dictation is better, more adaptable 
to vour needs, and more conducive 
to speed building. But alwavs dic- 
tation. There is no such thing as 
bad dictation. Any kind will do 
it is all grist to the speed mill 


+, 
I guarantee it! 
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Practice Makes 


WHAT Perfect? 


Skill in shorthand is the result of the right kind of practice 


“pRACTICE MAKES. PER- 
FECT” is an old proverb; but, 
like most proverbs, it is a gen- 
eralization that must be examined 
closely to discover its true mean 
ing. Practice only perfects what you 
are practicing. If you tie one pack- 
age after another and use clumsy 
motions, you will become better at 
doing just this—tving packages 
clumsily. 

It is a common observation that 
by the time a young man is grad 
uated trom high school or college, 

deteriorated 
that he 
barely read it himself. This is an- 


his handwriting has 


to such an extent can 
other instance proving that practice 


perfects only whatever is being 
practiced, no matter whether it: is 
good or bad. The practitioner in 
this better 


better at writing worse and worse. 


instance became and 
ending as a master in the art of 


scribbling 


IF YOU 
HAND skilts. it 


WOULD IMPROVE YOUR SHORT- 
is not, as we have 
just seen, sufficient merely to prac- 
tice. You must practice tor improve- 
Your first task, 
take an inventory of vour skills to 
discover what 


ment. then. is to 


needs improving, 
what your specific weaknesses are. 

To plunge in blindly and “prac 
tice’ without analysis 
time. It is like 
reaching in the dark for a bottle in 
the medicine cabinet and taking a 
the label. 
With some luck you may grasp the 


such all 


wastes precious 


dose without reading 
right bottle, but you are more than 
likely to take poison. 

Instead of trying to improve in a 
hit or miss fashion, first discover the 
reasons for your weakness. A rem- 
edy will soon suggest itself. 

Suppose, for example, you are 
having difficulty in reading back 


42 


by 


A. E. Klein, Ph. D. 


your notes when transcribing. Obvi 
ously, your penmanship is at fault. 
There are several possible causes, 
and you cannot eliminate this weak- 
ness until you have determined ex 
actly what is causing your trouble. 


HAVING DIFFICULTY in read- 
ing back. regardless of whether the 


ARE YOU 


dictation was fast or slow? Then 


remedial penmanship practice — is 
the this 


practice must be specific to correct 


probably answer. Even 


the particular fault characteristic of 


vour notes. If vour difficulty is 


faulty proportions, the specific rom 
edyv in that case is to strive to exe 
cute. at first slowly and then more 
rapidly. contrasting pairs o1 triplets 
of outlines. For instance. if vou are 


constantly having trouble distin- 


guishing between vour large and 


small circles. you might practice 
writing words in pairs like wher 
were; raid, read: In addition, vou 
might also attempt to form the 


habit. acquired by many experts, 
of the large 
circle and making the small circle 


ot exaggerating the size 


as tiny as possible so as to torm a 
sharp contrast between the two 
outlines. 


a <4 


But perhaps vour difficulty lies 
not with vour proportions but with 
the execution and maintenance of 
the proper shapes of the characters. 
For improvement along this line. 
I suggest vou go back to your short 
hand books and practice the ac- 
curacy drills they give. Even here 
a great deal more depends on care- 
ful analysis of your writing than on 
aimless practicing. Your accuracy 
will develop most rapidly in prac- 
ticing these drills if vou will use 
TODAY'S SECRETARY e 
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“more think and less ink: more ob- 


servation and less perspiration.” 
\fter completing drills. 
you should use the OGA test ma- 


terial that appears monthly in this 


these 


magazine. It will serve as a further 


incentive toward improving your 
penmanship. Then, when vou have 


will 


won one of the awards, vou 


have concrete proof of vou 
provement. 

Dont let me hear you say, “My 
longhand penmanship is very poor; 
shall learn to 


write shorthand accurately.” No one 


thats why | never 
has poorer longhand penmanship 
than I, and vet I learned to develop 
an accurate with 
just a little extra practice each day 


for a few months. | am quite sure 


shorthand  stvle 


that some extra effort on your part 
if your penmanship is weak) will 
produce amazing results. 

If, -however, your troubles are 
not due to any of these factors, you 
must seek elsewhere for the cause. 
Perhaps the dictation is too fast for 
vou. Your problem then becomes 


one ot vour shorthand 


increasing 
speed. One of the easiest and most 
effective ways to increase you 
shorthand speed is to do a great 
deal of reading and copying from 
the 


articles and stories that appear mn 


printed shorthand shorthand 


this magazine. tor instance. 


IN TAKING INVENTORY OF YOUR 


SHORTCOMINGS, vou may discover 
that vou tire quickly, that vou fail 
to take advantage of some of the 
disjoined prefixes and. suffixes. ete. 
Perhaps vour transcription at the 
tvpewriter is slow, caused by faulty 
knowledge of spelling, punctuation 
or grammar. Whatever vour weak 
hess may be. vou should attempt 
to analyze the difficulty. For al 
that 


plaguing you, you can find help in 


most anv weakness mav be 
this magazine or one of vour short- 
hand textbooks. 

Space does not permit a thorough 
discussion or even listing of all of 
the possible weaknesses. All 1 am 
able to do in this short space is to 
vive you some general hints. the 
most important of which is to dis 
their 
causes. Once you have taken an in- 


cover vour weaknesses and 


ventory of them and applied ap- 


propriate remedies will find 
little difficulty 


shorthand skill. 


you 


in improving your 
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(Continued from page 338) 
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disqualification ; ) gunnery LY neutrality fl ~ tattoo 
te , 
disrated gunpowder y 4 noncombotont > tent 
7 ¢ f , 
divergence (oka haversack 4 observer é 6 tentage 
c ] ge ; 
f é “4 
echelon ° holster < ies offensive A? terrain at 
_ é a = 
. = ~3 ; 3 Oe 
electronics : hospital fie operator LY topographical Yt 
pographice 
¢ YU 
j Gr Ss 
embankment ‘a - hostile 7 operctiona CY torpedo 
Z Orpeco Ay « 
~t . 
| 4 
emplacement howitzer is, organization c ) trajectory —_, 
C&S ) . 
, 
? b y P 
encipher . identification i orientation ce transferred 
encode k > ignition Z 7 outflanked ¥3 tripods —~" 4 
— c reve 
< Me ( 
enfilade incapacitated - patrol _—< — 
) 4 f ¢ armed 4 
om Ut ) 
> d , 
ad engagement - 9 incendiary . . pisto fon veteran J 
7 fs erc a 
— ~— 
enlist-enlistment s indoctrination pontoc 
—~s i v r oc d \ unteer vA 4 
< C 
— ) 
a Z 
emborkation . indorsement a propaganda cy y eral ty A 
’ 
6 . ——) ¢ ( 
entrenchment = induction at provisions < 7) wiveticons 2 
haw 
y 
van -_ " . on - 
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Double-Duty 


ictation 





DUTY ONE: To review the joining of r. Note the many words contain 
ing r in the Gregg Simplified listings given here. The key to these short- 
hand forms is provided by the words in italics in the accompanying 





ISeRr To letters. 
by DR. RUSSELL J. HOSLER 
DUTY TWO: To build speed in writing. Practice the preview words, 
then take the letters from dictation at faster and faster rates. The 
word count is given every 20 “average” words. 

i Dear Mr. Farmer: Have vou seen the i, Dear Miss Pastor: While you may 
SF r‘ j new Mo lel No. 28S Foster Outboard -) ee, FR stil] consider vourse lt a youngste) il 
¢ sa ] | 0 , a. ] | is 

_— , _— OTTO a / il} Lii¢ ‘ ner ( — IS [GEC Pali VO PLITIN. LS i¢ bball 
7 Motor? Early in ummer WV Cou iter than vou think. It is time t 
OP v placed this new motor boat on sale. _— Cys vou-" concern yourself with prepara 
) - y ’ 
Ge | ) / This motor is new and entirely differ — 62 tion tor your major lite’s work. 
- Cc 2 “ —_ . ° 
ent trom anything else int” its field. Z The Turner Schoo] of Business can 
C 4 We were taced with a major prob m repare you in many?” different fields 
’ | } 
( é lem in deve loping this new motor. We —1.—e 7 of commerce. One of these is account 
y 
wanted one that would be"®— sufh- Js -_ ing. In this field you will learn to use 
\ 2 ciently light for ease of handling and, 6—~_-s / a journal and a®® ledger, as well as 
at the same time, have as much o1 ) >) the vouchers used in a business. You 
Lk more power than the ordinary mo ;t Fe vill also learn the difference betwee 
/ ( 
. ¢ Z S ] { 
tors ow on the market a debtor and*” a creditor. A study o 
Phis new motor is so light that it accounting will prepare vou for mam 
is easily portable: it has amazingly!” i obs—a cashier, an auditor. and 
g ii } 
wa ra ge . 
smooth, silent power—just the tvpe ef manv!”". others. An understanding of 
Pa I | 5 
4 a for which fishermen have been yearn- (ww accounting will better prepare vou te 
ai Ee ing. Our research department has ait. be a partner in some business firm'*' 
Pa G 7 spent thousands of!?° dollars in per ya or the otener and manager otf vou 
G fecting the motor we ire HOW in il =e OW) business. 
< position to offer you. As a matter és - Our school also prepares te achers 
a of fact, the! *" chairman of our research Z of commerce. We urge vou to!#" con 
“et & 
. , c ° . 
— department, Mr. Ernest Chester, has J sider this important profession. At on 
2 cy qe r . ] 
x put in many arduous hours develop oe time. the curriculum for teachers was 
) ing!®" this particular motor that com So considered a minor'®” one, but now 
cote bines th qualities of lightness and it is one of our major fi Ids 
durability. Many times, Mr.'*° Ches- } Our school also pzepares its shar 
( ter felt that his task was an impossible y a 2 a of stenographers. Many of our'®" for- 
) cf . 1S . 
A 't Fae one, but he never faltered in his ardor C 7 mer students of this program have 
OW 2S eas ' 
until this major?°" development was io ™~ told us that much of their success 
so a reality. Even some of Mr. Chester's business was due to the attentior 
(rw * mnie partners, who were working with him we-""' give to such things as manners 
) on the--" project, felt at times that lA y — 7 and charm. The daughter of our presi 
7 = we Y ‘* . 4 
i he was merely a dreamer and that the C dent, Mr. Fisher, is a graduate 0! 
— 
i” eo idea had little merit. —_—s this?*") program. 
_— . 40) “ = a . “1] 
ps Phe editor?*" of “Outboard Motor- ‘ The summer classes this vear will 
tf OF me has written an excellent article begin on June 15. Students mav reg 
about this motor for the benefit of — ; ister in anv one of the?#° courses de- 
Ur i “a ' ; 9 
o 6 -~™ the?®" readers of that pe riodical. We “ty scribed in our catalogue. 
c 


are sending you a copy so that vou 
mav see what this expert savs about?’ 
the new Foster Outboard Motor. 

Mr. Art Cedar, handles 


our line in your territory, has just#? 


who now 


ue ° 
7 received one of these new motors for 
Q A vour inspection, As you may know, 
é Mr. Cedar is located at®“" TOL Archer 
SF ‘) Street in Harmony. We suggest vou 
A a ( } - ZO , S ; 
. pay him a visit soon and confirm the 
' ) fruth of our statement?!" concerning 
A _ we - . . . . 
this outstanding engineering teat 


Yours very truly, (353) 





yO FP , : 
i s- 2S 
fo== ee . ” 
4 . 
‘p. = 
c J Cc 
- - 
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lurner School ot Business is located 
at Orchard and Church Streets, in the 
heart="" of the 
You can take a bus direct to our street 
corner. We occupy the entire third 
floor of28° the Hester Theater Build 
ing. There is an elevator tor our stu 


downtown — section 


dents’ use alongside the stairs at the 
north®©” side of the lobby. 

Please return the enclosed que stion 

. Lin 

mav know in which 

me Very sin 


naire so that we 


course you are interested 


cerely yours, (324) 
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Tale of a Typist 
by Allen Bowman 


MY TYPIST (Lz oF": ti 


FFL — L \ 


ai (lip a a 2 a. et "2 


r 


a these Go. 


Dear Dr. Tadpole: Your able lecfure in 
our tair cify has deeply impressed us. 
Kindly accepf my hearftelf fhanks, 

Sir, your felling ettorf has made ora- 
fory a new arf--an arf which has in you 
& tine-edged cuffing fool. You tilled 
our minds, fickled our tancies, and 
litfed our fouls. 

I anficipafe anofher visif trom you. 

Sincerely yours, A. Bowman 


4? _—ep al o Os f of 5 ar 


aK AT C= _. a 4, 


Sir: You skunk, If I'm a Tadpole, if I 
am a tine-edged, cuffing fool, you're a 
straight-edged, brazen liar who will be 
cuffed in due time--and cuffed right. 

As to another visit, rest assured I'm 
starting for your den tomorrow morning. 
Just wait until I catch you! 

R 


B, Fadpole 


2 — ——_ FY 3 a “ 
7 JD. Os 7 fy . 2 


A2-Y sO € pep o oe 


— 
: ~_ ~ 


—o cv —4yr1 7 ee ? 2 OQ 


ws) —_ —7> fp ai — = Po , 
c “. 7 Wj 
Pe ee al gel 
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“BETWEEN YOU AND I” 


Continued from page 330 





me 5 and SO On. You I] hnevel have any doubt about the 
form then. The only thing vou have to do is to culti 
vate the ability to sense that troublesome and. That’s 
the key to the situation. 


Two OTHER SHORT WorRDs lead to similar puzzles—than 
and as. When a pronoun follows eithe l ot the S( words 
the word introduces a clause that is not there. but is 


understood. 


Here again, an exceedingly simple test enables you 
to decide which pronoun form is correct. Just say the 
sentence to yourself as if the understood clause were 
expressed. Then use the form that would be used in 
the complete clause. You won't hesitate a moment in 


vour choice. 


} ire taller than I taller than I am 

She IS aS expr rt as they is expert is they 

He more to blame than s/v than shi 

| prefer to give it to her than him, than to give it to hi) 
We tear him as much as them is much as we fear them 


THE SHORTHAND NOTES at the top ot page 330 contain 
some of the constructions we have been studving. Some 
occurrences are correct; some incorrect. It's up to you 
to decide which is which. Make your decision as vou 
transcribe, putting a check mark in the circle following 
each word you consider correct and the propel form 
of the pronoun where the word given is incorrect 
Then turn back here to the key. Did vou hit the bull’s- 
eve every time? Good! 


Key to Transcription Talent Teaser 
on Page 330 









Non-inflammable-— serore \ \l 

fast—lasts longer \ 

because it evaporates 

slower—the sturdy dauber 
eliminates brushing and 
spattering. Daily baths 
with CLAR-O-TYPE pay 
off in crisp, clean impres 
sions. Try it! 


AFTER 


60c 


ewrite 
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Cut down your errors at school | 


Get a Royal Portable for home practice! 





I 
Royal Portable is the standard typewriter in portable size. . . I 
. the exact replica in keyboard, controls, and touch are like the Royal \ 
Standard, the preferred office typewriter. Surveys show that girls who type d 
. \ 
prefer Royal 2!, to 1 over any other make. ' 
Increase your word speed; learn faster, easier; improve your chances for a | 
} 

better job when you graduate. Get a Royal Portable now. It has an office 
typewriter keyboard, office typewriter controls, and of course office type- 9 
writer “feel”... \ 
PLUS _ office typewriter margins! ‘Magic’? Margin, a Royal Portable ex- } 
: ; : , " 
clusive which sets both right and left margins automatically. : 
j s 
I 
Magic’’ and ‘*Touch Control’ re registered trade-marks of Ko lypewriter Comyg Ine S 

all these features, too! .. . Speed-King Keyboard and high 
speed key action . .. Finger-Flow Keys of nonglare plastic 1 $1.25 \ 
‘s ’ . ‘ - ’ ory ‘ ” rm ° 

... Finger Comfort Carriage Controls. . .‘“Touch Control wane OS re os . é E 
... Adjustable Paper Support .. . Larger Cylinder Knobs week. Ask dealer about i 
... Rapid Ribbon Changer... Paper Lock Scale . . . Pic- liberal trade-in allowance. 3 
ture Window Writing line visibility and full 9-inch writing I 
line ... New Contour Case. n 
9 
{ 
j. 


The easiest-writing portable ever built! |. 
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Continuing the “News” from page 308) 


Crerririep PROrESSION AL 
Secretaries 195] 
Anna Marie, 6622 Minola, 
Houston 7, Texas; 2. Aldrich, Ma 
Durrette, Route 12, 
Houston 24, Texas; 3. Allen, Frances L 
5112 W. 14th Street, Cicero 59, Illinois; 
Daisie S., 4 North Whittie1 


Adams 


1erite 30x 853-A, 


t+. Atkins 


Place, Indianapolis 19, Indiana; 5 
Bagby, Cleo M 119 Fifth Avenue, 


Huntington, West Virginia; 6. Beim 
liek, Eunice E., 5035 Enright Avenue 
Louis 8, Missouri; 7. Brickner, Mary 


Ellen, 5625 Zephyr Street, Arvada, Colo- 


rado; & Broderick, Eleanor B., 78-24 
79th Lane, Glendale 27, New York; 9 
Bryan, Helen G., 1081 Northwest 3lvd., 
Columbus 12, Ohio; 10. Bullis, Vera 


Chamberlin, 1415 West First St., Grand 


Island, Nebraska; 11. Butler, Ruth E., 
1915 N. Fifth Street, Philadelphia 20, 
Pa 12. Canning, Maryhelen Teresa, 


26 Rundale Avenue, Yeadon, Delaware 
County, Pa.; 13 Doris M., 21 
Neveland St.. Valhalla New York; 14 
‘hambers Marjorie 710 West 66th 
Place, Chicago 21, Illinois; 15. Childers, 
Ada M.., 
16. Clinton, Lillian, 711 Englewood Ave- 


Cesari 


3030 Quenby, Houston 5, Texas; 


nue, Kenmore 23, New York; 17. Crooks, 
609 West 137 Street, New York 
York; 18. Damko, Eleanor M., 
Hutchinson St., Chicago 41, 
Illinois; 19. Edney, Mildred, 915 East 
Harrison St., Seattle 2, Wash.; 20. Gal- 
inot, Ruth, 444 St. James Place, Apt 
Geisel, Mag- 


Myrtle 
31, New 
207 W 


Illinois; 21 
4300 South Capitol St., SE 


M6, Chicago 


lalen Ruth 


Washington 20, D. C 22. Graham 
Eunice, 32 Lee Avenue, Apt. 102, Tak 
Park 12, D. C.; 23. Hartge, Grace 


-) ~ 


°6 Second Street 


lis, Maryland; 24 


Eastport, Annap 
Hesemann, Mar 


garet, 515 Ivinson Avenue, Laramie, 
Wvoming;: 25. Hilbrant, Ginevra, R. R 
2 Canton. Illinois: 26. Jacobus, Grace 


North Plainfield, 


New Jersey; 27. Jennings, Clare H., 5146 


87 Summit Avenue 


nice Avenue, Chicago, Illinois (41) 
28. Jurchak, Gladys M $127 Rosalie 
Street Houston 4, Texas: 29. Knef, 
Erma M.. P. O. Box 629, Newark, Nev 
Lillian A., 528 S 


California; 31 


ersey 30. Kusek 


Hobart, Los Angeles 
Leonard, Margaret A., 7 Daniels Street 


Seneca Falls, New York; 32. Leven 
good, Grace A., 615 Lindsay Street, 
‘hattanooga, Tenn 33. Lewis, Doro 


811 Grand Avenue Waukegan 
llinois: 35. Miksch, Beulah, 324 East 
‘ourth Street Iowa; 36 
Moss, Mary Frances, 4137 University 
Blvd., Dallas 5 Murphy 
Michigan; 
Kentucky, 


Ottumwa 


Texas; 37 
Irene, Lakeside, 

Helen T 
Dearborn, Michigan; 39. Parker, Bon 
nie Ann, 363 N. W. 18th St., Cleve 
Mary Anne, 
Denver 7, 


Phyllis 


38. Musial, 


7262 


land, Tennessee; 40. Pate, 
9 
«od 


20 Bellaire St., 
11. Paton, Glenn E., 91 Beech Street, 


Colorado; 


Arlington New Jersey; 42 Price, 
Virginia C., 2741 E. Livingston Ave., 


Columbus 9. Ohio: 43 


ara Route 1 


Ramsey, Bar- 
Shallowater, Texas; 


Thelma V., 411% 





What's this file clerk HIDING? 
Invoice, bill or letter. 


J 
— 
, 
| as 
i NJ (3 A 
| o# ‘ 


ae ~*~," 
This file clerk’s DECIDING 
PENDAFLEX is better! 
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FOLDERS HANG ON 


FRAME CUTS FILING 
costs 
rea 20% 
FITS IN 


OR MORE! 
FILE DRAWER 





Win 
. Nj oo INSTANT REFERENCE 
QS TO EVERY FOLDER! 
Sj 
SS 


OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 














44. Reynolds, Sarah E., 1333 E 
Vista Rd., Phoenix, Arizona; 45 
Dorothy Bucy, 609 


Monte 
Row, 
Piedmont Ave 
Maryland; 46. Schneider 
Dorothy F., 32 Altamont Street, New 
Dorp, Staten Island 6, New York: 47 
Shaughnessy Jane, 1912 
Paul 5, Minnesota; 
Marion Elizabeth, 18 Hol 
comb Street, West Conn.; 49 
Smith, Sofrona L., 1007 Aiken Avenus 
Peoria 5, Ill.; 50. Spooner, Grace L 
Stop 19, Schenectady Road 
New York; 51. Subtelny 
Campbell Avenue, Clifton, New Jersey; 
52. Suhr, Elaine M., 1182 Gunderson 
Avenue, Oak Park, Illinois; 53. Suiter, 


Cumberland 


Elizabeth 
Summit Avenue, St 
18. Shields 


Haven 


Albany 5 


Irene, 70 


Second Avenue, Chesa 
Ohio: 54 


5155 South 


peake, Thompson, Helene 


Street, Beaumont, 
Thompson, Mary N., P.O 
Box 68, 170 Thorndike St 


Mass.; 56. Tuskey, Jeannette Seitz, 930 


Irving 
Texas; 55. 


Palmer 


Julian Street, Denver 4, Colorado: 57 
Uhl, Margaret M., 342 South 12th St 
Saginaw, Michigan; 58 

Adeline A 1503 N. Milton 
3altimore 13, Maryland; 59 
Lorraine Alice, 3914 Xerxes Avenue 
North, Minneapolis 12, Minn.; 60. Wal 
ter, Mary Marthey, 827 Aberlin St 
Akron 11, Ohio; 61. Wendt, Barbara G 
324 N. Thomas, Arlington 3, Va.; 62 
Young, Mary Louise, 916 First Street, 
Mary T., 39 
Rhode 


Vavrina 
Avenue 
Wagner 


Verona, Pa.; Young, 


Luzon’ Avenue, Providence 6, 


Island 
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How to Make 
INVYISIe Le 


Erasures 








With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


~ fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 











The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 








“Saue 7ime with 


Kite- Line” 


THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain «Portable 


or 


Attachments for copying from wider sheets: 
15 inch eye guide extension — $1] .25 
20 inch eye guide extension — $1.50 

















FREE TRIAL OF FER— Write asking us to send you 
a RITE-LINE COPYHOLDER with the understanding that 
you may return it without charge within ten days. 


RITE-LINE CORP, 1025 - 15th Street, N. w. 


Washington 5, D.C. 


RITE-LINE copyruoiper 





ry] 
4 
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GLOSSARY 


eased 7 


PAGE 336 


asing < 
PAGE 337 ° 


Owkword 


available Cx 


power 
decisions 
beyond / 
partition (7 
thump 7 


f 
sparkly ¢ — 


og 


statistics 207 


rejoinder _, 


irked és ~ 


2 
mposition 
growled - 
Guties 


PAGE 340 


equipment 


ooo 
2 
textile A“ 
' f 
recorded 2 t_ 


lyrics <2 


local 


recently 


3:scs 
a 


7 ee 


neid j 
cidentally 


3bandconed 
tender 
normally 


c 


PAGE 341 


official 2, 


7 
circulate ‘¢€ 


clinic ~ aw 


smoothed 2— 


yr 


> 


cute 


ny stery re 


PAGE 343 


earn 
acquaintance 
enjoyed 

PAGE 344 


t 


wander! 


restiess a 


PAGE 345" 


journeys ¢ 


satistying 
indirect 
friendly Ce 
bothering ihe 


unimportcnt e 


assistants J 


‘ 4 
tactfully < o 
warrant 2.1 

f 


© 


7 


specializ 


specific 


A 
aed 


requires 


PAGE 345 _ 


— 


temporary / 
reguior 
nodded 


numerical —, 


sequence 


A>7 


posture ¢ . 
. 


ke 


leath ” 
leatnerette — 


PAGE 349 


peculiar m 
" 


consistently 


eminence 


ao 


nurder__e 


resolved +7 


PAGE 352~ 


pedestrian © 


4 
station 7’ 
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